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UNDER SECRETARY OF DEFENSE
1100 DEFENSE PENTAGON
WASHINGTON DC 203011100

COMPTROLLER FOREWORD

This Volume of the Department of Defense Financial Management Reguiation is issued under the
autherity of DoD Instruction 7000.14, “DoD Financial Management Policy and Pracedures.” It govems
financial managemu it by establishing and enforcing requirements, principles, standards, systems,
procedures, and practices necessary to comply with financial management statutory and regulatory
requirements applicable to the Department of Defense. It directs financial management requirements,
systems, and functions for all appropriated, nonappropriated, working capital, revolving, and trust fund
activities. In addition, it directs staiutory and regulatory financial reporting requirements.

Heads of DoD Components shall ensure that the provisions of this Volume are adhered to in day-
to-day operations. Activities must sa~sfy their bargaining obligations under 5 U.S.C.71, adhering to
policies and procedures contained int  ‘olume. Unions should be given advance notice of the changes,
and the changes ordinarily would nc. e implemented until bargaining is completed. When changes
conflict v:ith existing negotiated agreem. iits, they generally do not apply to covered employees until the
agreement expires and the bargaining obligation is fulfilled.

This Volume of the Regulation: applies to the Office of the Sccretary of Defense;-the Military
Departments; the Chairman of the Joint Chiefs of Staff; the Unified Combatant Commands; the Inspector
General of the DoD, the Defense Agencies, and the DoD Field Activities (hereafter referred to collectively
as "DoD Components").

This Volume of the Regulation is effective immediately and i= mandatory for use hy all DoD
Components. The Heads ol the Dol Components shall not issue supplementary directives or regulations
without the priar written approval of the Qffice of the Under Secretary of Defense (Comptroller).

The reporting requirements contained in this regulation are exempt from licensing in accordance
with paragraph E.4.f, of DoD 8910.1-M, “Procedures for Management of Information Requirements.”

Forward recommended changes to this Volume of the Regulation through channels to the address
below. Submit requests for deviations from or exceptions to specific standards, with justification, to:

Office of the Under Secretary of Defense (Comptroller)
1100 Defense Pentagon
Washington, DC 20301-1100

DoD Components will be provided copies of this Volume of the Regulation through their normal
publications channels. Other Federal Agencies and the public may obtain copies of this volume from the
Nationai Technical Information bervice, 5285 Port Roval Road, Springfield, VA 22161, (703) 487-4650).

7

"ky L L{ 1Ll\ccesk:rn For //
‘/ ll(,‘\_, l‘ ‘W‘Ptt,t Ao NTIS CR{\&} i’

) AG ]
ohn]/lﬁmre m - A

l

P
RATRAN | RTer It o)

-

- N r ees am C e e e )




(This. page intentionally left blank.)

il




DoD. Financial Management Regulation Volume 8, Introduction

- . INTRODUCTION
TO THE
DoD FINANCIAL MANAGEMENT REGULATION

. GENERAL
The DoD  Financial Management 7.. Military Pay DPolicy and
o Regulation provides all DoD Components with Procedures
’ the policy, regulation, and procedures within the
area of responsibility of the Under Secretary of & Civilian Tay Policy and
Defense (Comptroller). The Regulation consists Procedures
of the following 15 Volumes:
9. Travel Policy and Procedures
1. General Financial Management
Information, Systems, and Requirements 10, Contract Payment Tolicy and
Procedures
2. Budget Formulation and
Presentation 11. Reimbursable Opeiations, Policy
and Procedures
3, Budget Exceution - Availability
and Use of Budgetary Resources 12, Special - Accounts, Funds and’
N Programs
‘ 4. Accounting  Tolicy  and
Procedures 13. Nonappropriated Funds Policy
and Troced ares
3. Disbarsing  TPolicy and .
Procedures 14. Financial Management Education
and Training
0. Reporting Policy and Procedures
15, Sccurity Assistance Policy and
Procedures
: AUTHORIZATION
|
‘ This Regulation is issued by the Under Secretary of Defease (Comptrolter) under authority of LoD
" Instruction 7000.14 (reference {a)).
PARAGRAPTI NUMRBERING SYSTEM
The paragraph numbering system of this Regulation is consistent for all 15 Volumes. The 6 digit
paragraph number and its subparagraph designators are formulated as follows:
o1 01 o1 A. 1. a. (1))
CHAPTER 1 SLECTION 1 PARAGRAPH 1 SUBPARAGRAPHIS
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PUBLICATIONS SUPERSEDED

This Velume of the Regulation (Volume 8) incorporates the contents of the following:

DoD 7220.9-M, DoD Accounting Manual (Chapter 16), Dec. 14, 1987;

DoD Directive 1412.2, "Contributions to State Retirement Programs for National Guard Technicians,"
June 15, 198%; and

DoD Directive 1418.4, "Civilian Pay Allotments," March 16, 1979.

This Volume supersedes the following manuals and regulations as civilian pay accounts are
transferred to the Defense Finance and Accounting Service's consolidated civilian payroll offices:

Army Regulation 37-105, Finance and Accounting for Installations: Civilian Pay Procedures;

NAVSO P-1000, Navy Comptroller Manual, Volume 3, Chapter 3: Appropdation, Cost, and Property
Accounting; (Ficld);

Air Force Flegulation 177-104, including Changes 1 through 5, Civilian Pay Transactions at Base Level; and

DLAM 700:0.1, DLA Accounting and Finance Manual, Chapter 10, Section 1,
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. REFERENCES h )
’ ®
’ {a) DoD Instruction 7000.14, "DoD Financial Management Policy and Proredures,” November 15, 1992 &,
: (b) Title 5, United States Code, Chapters and Sections as follows:
o 102 Military departments
: 105 Executive agency
E 552a Records maintained on individuals ®
' 556 Hearings; presiding employees; powers and duties; burden of proof; evidence; record as
: basis of decision
f 557 Initial decisions; conclusiveness; review by agency; submissions by parties; contents of
f decisions; record
; 2103 The excepted service
p 3104 Employment of specially qualified scientific and professional personnel »
o 3105 Appointment of administrative law judges
3343 Details; to international organizations
3394 Noncareer and limited appointments
O 3401 Definitions
- 3402 Establishment of part-time career employment programs
g 3403  Limitations ’
; 3404 Personnel ceilings
' 3405  Nonapplicability
3406 Regulations
j 3407 Reports
7 ’ 3408 Employee organization representation
i 3582 Rights of transferring employees » ®
' T4 Training
j 1108 Employee agreements; service after training,
45 Incentive awards
4502 General provisions
5102 Definitions; application
53 Pay rates and systems ’
5304 Locality-based comparability payments
! 5305 Spedcial pay authority
| 5307 Limitation on certain payments
. 5311 The Executive Schedule
‘ 5312 Positions at Level |
. 5313 Positions at Level 11 »
o 5314 Positions at Level 1T
| 5315  Tositions at Level IV
% 5316 Positions at Level V
; 5317 Presidential authority to place positions at Levels 1V and V
_f 5318 Adjustments in rates of pay '
i 5335 Periodic step increases »
} 5343 Prevailing rate determinations; wage schedules; night differentials
; 5344 Effective date of wage inc case; retroactive pay
5363 Pay retention
5372 Administrative law judges
! 5376 Pay for certain Senior-level positions
1 53K] Definitions ’
! ‘ 5382 Establishment and adjustment of rates of pay for the Senior Executive Service |
: 5383 Setting individual Senior Executive pay
xiii
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5384
5385
55
5505
55(4
5515
5817
LRET
5519
5520
5520a
5522
55244
5525
5532

5533
5527
5541
5542
5544
5545
3540
5540a

5547
5548
5549
5550)

53h1
3562
5503

5564

85565
5566
5507
5508
5509
5581
5542
5583
ERRE

5595
5596
5705

-Severance pay

Performance awards in the Senior Executive Service

Regulations

Pay administration

Monihly pay periods; computation of pay

Insalhaent aeduction for indebtedness @ the Uniled Stawes

Crediting amounts reseived for jury or witness service

Withholaing State income taxes

Drducions {oc State rettrement aysieimns, Naiional Guard empioyees

Crediting amounts received for certain Reserve or National Guard service

Withholding ot city or county tncome o employment taxes

Camishment of pay

Advarwe payments; dates; amodine recoverable

Advanee payments for new appointees

Allotment and assignment of pay

Employment of retired members of the uniformea sceevices; reduction in retired or vetainer
pay

Duai pay from more than one position; limitations, exceptions

Fees tor jury and witness service

Defininons

Overtime rates; computation

Wage ooard overtime and Sunday rates; computalion

Night, stanaby, uregular, and hazardous duty aliferential

Pay ror Sunday and holiday work

Differential pay for certain emplovees of i Federal Aviation Administration and the
Departmient of Defeinse

Limitaton on gremium pay

Kegutations

Ettect on Uther statuies

Pay foi Sunday and overime work: employees of nonappropriated fund insirumentalitios
Compensatory ime oft for religious observances

Lump-sum payment or accumulaicd and accrued leave on separation

Lump-sum payimeidd for accumulated and acerued leave on entering Active Duly; Dlection
Definitions

Pay and allowances; continuance while in a missing, staiuy; limitatdons

Allotments; continuance, suspensicn, initiation, resumsiion, or increase while i a missing
stalus; limitadons

Travel and transpaortation; aependuents; household and peesonal offects; motor vehicles; sale
of bulky ttems; claims for proceeds; appropeiation chanzeable

Agency review

Agency deferminations

Settiernent of accounts

Income tax dererrent

Senefits for coptives

Diofinitions

Desipnation of beneficiary; order of precedence
Payment of money due; settlement of accounts
Claims for vverpayment of pay and aliowances, and of travel, fransporiation, and relocalion
expenses and allowances

Bock pay due o unjusiiflied pecsanndt action
Advancemens and deduciions
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: 5724 Travel and transportation expenses smployees transferred; advancement of funds; ")
24 reimbursement on commuted basis %
5753 Recruitment and relocation bonuscs
5754 Retention allowances X
5755 Supervisory differcntials J
5913 Official residence expenses
5927 Advances of pay
5941 Allowances based on living costs and conditions of environment;, employces stationed »
outside Continental United States or in Alaska
5942 Allowance based on duty at remote worksites
5948 Physicians comparability allowances
61 Hours of work
6101 Basic 40-hour workwerk; work schedules; regulations
6104 Holidays; daily, hourly, and picce-work basis employecs »
6121 Definitions ’
. { 6122 Flexible schedules; Agencies authorized to use
6123 Flexible schedules; computation of premium pay
6124 Flexible schedules; holidays
! { 6125 Flexible schedules; time-recording devices
o 6126 Flexible schedules; credit hours; accumulation and compensation ®
| 0127 Compressed schedules; agencies suthorized to use
' 6128 Compressed schedules; computation of premium pay
I 63 Leave
| 6301 Definitions
\ ' 6302 General provisions
. | 6304 Annual leave; accumulation [ ] &
' 1 6305 Home leave; leave for Chiefs of Missions; leave for crews of vessels
6307 Sick leave; acerual and accumulation
6322 Leave for jury or witness serviee; official duty status for certain withess service
6323 Military leave; Reserves and National Guardsmen
- 6326 Absence in connections with funerals of immediate relatives m the Armed Forcos
6361 Definitions »
6362 General authority
% 6363 Establishment of leave banks
6364 Establishment of Leave Bank Boards
6363 Contributions of annual leave
63066 Eligibility for fcave recinients
0307 Receipt and use of leave from a leave bank ®
";F G308 Termination of medical emetgency
369 Restoration of transferred leave
o 6370 Prohibition of cocicion
4 6371 Accrual of leave
] 6372 Additional leave bank programs
e 6373 Limitation er employee participation »
75 Adverse actions
# 7701 Appellate procedures
81 Compensation for work injuries
B3 Retirement
8331 Definitions
1332 Creditable service »
. 8333 Eligibility for annuity
8334 Peductions, contributions, and deposits

Xv
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. 8335 Mandatory separation
8336 Immediate retirement
8337 Disability retirement
8.38 Deferred retirement
8339 Computation of annuity
8340 Cost-of-living adjustirent of annuities
8341 Survivor bencfits
8342 Lump sum benefits; designation of beneficiary; order of precedence
8343 Additional arnuities; voluntary contributions
8344 Annuities and pay on reemployment
8345 Payment of benefits; commencement, termination, and waiver of annuity
8347 Administration; regulations
84 Federal employees’ retirement system
8411 Credible service
8422 Deductions from pay; contributions for military service
8431 Definition
8432 Contributions
8433 Benefits and clection of benefits
8434 Annuities: methods of payment; election; purchase
8435 Protection for spouses and former spouses
Ba26 Administrative provisions
8437 Thrift Savings Fund
8438 Investment of Thrift Savings Fund
8439 Accounting and information
8440 Tax treatment of the Thrift Savings Fund
8440a  Justices und judges
8440b  Bankruptcy judges and magistrates
8440c  Claims Court judges
8440d  Judges of the United States Court of Veterans Appeals
85 Unemployment compensation
8501 Definitions
87 Life insurance
8704 Group insurance; amouits
B706 Termination of insurance; assignment of ownership
8707 Employee deductions; withholding
B714a  Optional insurance
8714b  Additioral optioral life insurance
8714c  Optional life insurance on family members
89 Health insurance
8905a  Continued coverage
BH6 Contributions
8%6a  Temporary employees
8908 Coverage of restored employees and survivor or disability annuitants
Title 31, Code of Federal Regulations, Sections as follows:
210 Federal payments through financial institutions by the Automated Clearing House micthod
21511  Agency withholding procedures
Title 31, United States Code, Sections as follows:
3527 General authority to relieve accountable officials and agents from liability
3528 Responsibilities and relici trom liability of certifying officials
3529 Requests for decisions of the Comptroller General
3541 Distress warrants
3716 Administrative offset
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nz Interest and penalty on claims
3729 False claims

3730 Civil actions for false claims
3731 False claims procedure

3732 False claims jurisdiction

3733 Civil investigative demands

Public Laws

83-398  Federal Employees Group Life Insurance Act of 1954, August 17, 1954

86-382  Federal Employees Health Benefits Act of 1959, September 28, 1959

86-604  Former Congressman - Reemployment, July 7, 1960

90-486  National Guard Technicians Act ot 1968, August 13, 1968

93-416  Compensation for Work Injuries, Seprember 7, 1974

93-579  The Privacy Act of 1974, December 31, 1974

95-437  Federal Employees Part-time Carcer Employment Act of 1978, October 10, 1978

95-598  Revised Bankruptcy Act, October 1, 1979

96-431  Military Leave Fiscal Year Basis, Sepiember 8, 1980

96-465 The Foreign Service Act of 1980, October 17, 1980

97.276  Continuing Appropriaiion for Fiscal Year 1983, October 2, 1982

97-365  Debt Collection Act of 1982, October 25, 1982

98-615  Civil Service Retirement Spouse Equity Act of 1984, November 8, 1954

99-196  Federal Employees Flexible and Compressed Work Schedules Act of 1982, Permanent
Authority, December 23, 1985

99-335  Federal Employees’ Retirement System (FERS) Act of 1986, June 6, 1986

100-566  Federal Employees Leave Sharing Act of 1988, October 31, 19843

100-654 Federal Employees’” Health Benefits Amendments Act of 1988, November 14, 1988

101-508 Portability of Benefils for Nonappropriated Fund Employees Act of 1990, November 5, 1990

101-509  Fedeval Employees Pay Comparability Act (FEPCA) of 1990, November 5, 1990

102-378 Technical and Miscellaneous Civil Service Amendments Act of 1992, October 2, 1992

102-484 National Defense Authorization Act for Fiscal Year 1993, October 23, 1992

103-3 Family and Medical Leave Act of 1993, February 5, 1993

103-89  Performance Management Recognition System Termination Act of 1993, September 30, 1993

103-94  Hatch Act Reform Amendments of 1993, October 6, 1993

103-103  Federal Employees Leave Sharing Act of 1993, October 8, 1993

Comptroller of the Departmert of Defense Memorandum, Policy for Direct Deposit of Tay,

April 22, 1992

General Records Schedule 2, Payrolling and Pay Administration Records, National Archives and

Records Administration (NARA)

Federal Employees Health Benefits Handbook for Personnel and Payroll Offices

Department of the Treasury, Internal Revenue Service, Circular B

Office of Personnel Management Payroll Office Letter 88-13, The Mamtcndncc and Disposition of

Individual Retirement Records, November 8, 1988

Federal Personnel Manual Supplement 990-2, Hours of duty, pay, and leave, annotated

Title 5, Code of Federal Regulations, Parts as follow:

179 Claims collection standards
213 Excepted service
340 Other than full-time career employment (Part-time, seasonal, on-Call, and intermittent)

352.301 TPurpose

352.202 Definitions

352,303  Effective date of cqualization allowance
352.304 International organizations covered
352.305  Eligibility for detail

352.300  Length of details
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352.307 Eligibility for transfer

352,308 Effeaing employment by transter

352.309 Retirement, health benefits, and group life insurance
352310 Equalization allowance

352,311  Reemployment

352312 When to apply

352.313 Failure to reemploy and right of appeal

352314 Consideration for promotion

353 Restoration to Duty From Military Service or Compensable Injury
410 Training

410.509  Failure to fulfill agreements to continue in service

451 Incentive Awards

451.301 Authority and coverage

451.302 Turpose

451.303 Definition

451.204 Policy

451,305 Granting time off awards

451,306 Scheduling and use of time off awards

451.307 Documenting time off awards

530 Pay Rates and Systems (Gengeral)

536 Sub B Aggregate Limitation on Pay

530.203  Administration of aggregate limitation on pay

531 Pay Under the General Schedule

531101 Definitions. Interim Geographic Adjustments

531,203 Determining Rate of Basic Pay; General provisions

531 Sub D Within-Grade Increases

531.409(d) Waiver of roquirement for determination

532 Prevailing Rate Systems

532 Sub B Prevailing rate determination

532.511 Environmeatal differentials

534 Pay Under Other Systems

540.108  3pecial provisions for pay administration

550 Pay Administration (General)

550 Sub A I'remium Pay

550.105 Biweckly maximum carnings limitation

550.114 - Compensatory time off for irregular or oceasional overtime work
530.121  Authorization of night pay differential

550.122  Computation of night pay differential

550.141  Authorization of premium pay on an annual basis

550.142 General restrictions

550.143 Bases for determining positions for which premium pay under 550.141 is authorized
550,144 Rates of premium pay payable under 550.141

550.151  Authorization of premium pay on an annual basis

550.3001  Aliotments and Assignments From Federal Employees; Definitions
550.311  Authorily of agency

550.312  General limitations

550.321 Labor Organization; Authority

550.322  Savings provision

550.331  Associarion of Management Officials and/or Supervisors; Scope
550.341 Combined Federal Campaign; Scope

55(.342  Limitation of Allotment

550.351  Income Tax Withholding; Scope
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550.361
550.371
550.381
550.401
550.402
550.403
550.404
550,405
550.400
550.407

Altotments for Savings; Scope

Alimony and/or Child Support; Scope
Foreign Affairs Agency Organizations; Scope
Payments During Evacuation; I'urpose
Applicability

Employee coverage

Definitions

Limitations

Approval of agency regulations

Payment to employees of other agencies

550 Sub F Reduction-in-Retired-Pay Provisions of the Dual 'ay Statute

550.601
550.602
550.603

Scope
Definitions
Exceptions to reduction in retired or retainer pay

550 Sub G Severance Pay

550.707

Computation of severance pay

550 Sub H  Back Pay

55().805
550.806
550.807

550 Sub 1

550.901
550.902
550.903
550.904
550.905
550.900
550.%07
550.1001
550.1002

Back pay computations
Interest computations
Payment of reasonable attorney tees
Pay tor Irregular or Intermittent Duty Involving Physical Hardship or Hazard
Purpose
Definitions
Establishment of hazara pay differentials
Authorization of hazard pay differentials
Payment of hazard pay differentials
Termination of hazard pay differential
Relationship to additional pay payable under other statutes
Coverage
Compensalory time off fo; religious observances

550 Sub K Collection by Offset from Indebted Government Employees

55(.1103
550.1104
550.1108
551
551.101
551.611
551.512
572

575
575.106
575.2006
SRl
581.103
581,105
581.402
591

595

610

630

630 202
030 24

Definitions

Agency regulations

Requesting recovery when the current paying agency is not the creditor agency
Pay Administiation Under the Fair Labor Standards Act

Guneral

Overtime Pay Compuatations-Hourly regular rate of pay

Overtime Pay Computalions-Overtime pay entitlement

Travel and Transportation Expenses; New Appointees

Recruitment ana Relocation Bonuses; Retention Allowances; Supervisory Differentials
Scrvice agreement

Service agreement

Processing Garnishment Orders for Child Support and/or Alimony
Muoneys Which are Subject to Garnjshinent

Exclusions

Maximum garnishment limitations

Allowances and Ditferentiats

Physicians’ Comparability Allowances

Hours of Duty

Absence and Leave

Fuil biweekly pay period; leswe _nning:

Fractional pay periods

xiy




&

’

Volume 8, References

Do Financial Management Regrilation

630.209
630.210
630.301
630.302
630.303
630.305
030.306
630.309
630.407
630.501
630.502,

Refund for unearned leave

Uncommon tours of duty

Annual leave accumulation-Senior Executive Service
Maximum annual leave accumulation-forty-five day limitation
Pari-time enployees; earnings

Designating agency official to approve exigencies

Time limit for use of restored annual leave

Time limit for use of restored annual leave-extended exigency of the public business
Sick leave used in computation of annuity

Annual leave recredit

Sick leave recredii

630 Sub F Home Leave

630.601
630,602
630.603
630.604
630.605
630.600
630.607

Definitions

Coverage

Computation of service abroad
Earning rates

Computation of home leave

Grant of home leave

Transfer and recredit of home leave

630 Sub G Shore Leave

630.701
630.702
630.703
630.704

Coverage

Definijtions

Computation of shore leave
Granting shore leave

630 Sub H Funeral Leave

630.801
630.802
630,803
630.804
630.901
030.902
630,946
630,911
630.1001
030.1004
762

831
831.201
831.204

Applicability

Coverage

Definitions

Granting of funeral leave

Purposc and applicability

I xefinitions

Transfer of annual leave

Restoration of transferred annual lcave

Purpose and applicability

Application to become a leave contributor and leave bank member
Adverse Actions

Retirement

Exclusions from retirement coverage

Elections of retirement coverage under the Portability of Benefits for Nonappropriated Fund
Employees Act of 1990

831 Sub M  Collection of Debts

831.1801
831.180.4
8311803
431.1804
8311805
831.180N
831.1807
831. 1808
842.102

842,104

Purpose

Scope

Definitions

Conditions for requesting an offsct

Creditor agency processing, for non-fraud claims
OPM processing for non-fraud claims
Installment withholdings

Special processing for fravd claims

Coverage; Definitions

Exceptions and option:

[/]
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(m)

n

(©)
(v)

842.106 Elections of retirement coverage under the Poriakility of Benefits for Nonappropriatec. “und
Employees Act of 1990

845 Federal Employees Retirement System - Debt Cailection
845 Sub D Agency Requests to OPM for Recovery of a Oebt tvoiu the Civil Ser ice Retirement
Fund

£45.401 Purpose

§15402 Scope

£45.403 Definitions

845.404 Conditions for requesting an offset

845405 Creditor agency processing for non-fraud claims
845.406 OPM processing for non-fraud claims

845.407 Installment withholdings

845.408 Special processing for fraud claizs

870.204 Waiver and canccllations of waiver ot insurance coverage
870.302 Annual rates of pay

870.501 Termination and conversion of insurance coverage
871.501 Termination and conversion of insurance

872,501 Terminaltion and conversion of insurance

873.205 Cancellation of declination

873.501 Termination and conversion of insurance

890.304 Termination of enroliment

Section 709 of titic 32, United States Code, National Guacd, Caretakers and clerks
Title 29, United States Code, Sections as follows:

201 Fair Labor Standards Act of 1938, Tune 25, 1938

202 Congressional finding and decluration of policy

203 Definitions

204 Administration

205 Special induttey committees for Puerto Rico and Virgin Islands
206 Minimum wage

207 Maximum hours

208 Wage orders in Puerto Rico and Virgin Islands

209 Attendance of witnesses

210 Court review of wage orders in Puerto Rico and Virgin Islands
211 Collection of data

212 Child labor provisicns

213 Exemptions

214 Employment under special certificates

215 Prohibited acts; prima facie evidence

216 Penalties

217 Injunction proceedings

218 Relation to other laws

219 Separability of provisions

Deputy Secretary of Defense Memorandum, Approval of Overtime, Decemd er 18, 1979
Comptroller General Decisions as follow:

26 Comp Gen 750 (1947)

30 Comp Gen 521 (1U51)

34 Comp Gen 382 (1955)

35 Comp Gen 268 (1955)

37 Comp Gen 362, (1957)

40 Comp Gen 479 (19061)

41 Comp Gen 273 (1961)

49 Comp Gen 233 (1969)

XXi
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49 Comp Gen 287 (1969)
50 Comp Gen 847 (1971)

52 Comp Gen 860 (1973)

53 Comp Gen 814 (1974)

56 Comp Gen 393 (1977)
58 Comp Gen 90 (1978)

i
|
! 54 Comp Gen 1071 (1975)
i
|
}
{

58 Comp Gen 167 (1978)

59 Comp Gen 261 (1980)
59 Comp Gen 494 (1980)

64 Comp Gen 142 {1984)

L
5! 62 Comp Gen 216 (1983)
a

64 Comp Gen %7 (1985)

65 Comp Gen 865 (1986)

70 Comp Gen 263 (1991)
Comp Gen B-131259, January 23,1976
Comp Gen B-179161, August 29, 1973

Y Comp Gen B-185466, August 19, 1976

Comp Gen B-194777, October 30, 1979

Comp Gen B-219496, January 22, 1986

Comp Gen B-226465, March 23, 1988

Comp Gen B-235638, December 4, 1950

Comp Gen B-253969, November 1, 1993

Comp Gen Unpublished B-125762, November 19, 1957

'Ei Comp Gen Unpublished B-147031, September [1, 1961 & February 5, 1962

550-78
551-1
551-5
551-6

i 551-14

551-20

551-22
551-24

10,000
10,903
‘ 11,947

(q) Federal Personnel Manual Letters as follows:

Interest on Back Pay, May 31, 1988

Interim Instructions for Implementing the Fair Labor Standards Act, May 15, 1974
Instructions for Applying the Fair Labor Standards Act (FLSA) to Federal Employces
Engaged in Fire Protection Activities or Law Enforcement Activities, January 15, 1975
Additional instructions for implementing the Fair Labor Standards Act (FLSA), june 12,
1975

Instructions for applying the Fair Labor Standards Act (FL.SA) to Federal employees in
receipt of annual premium pay (other than those employees engaged in fire protection
activities or law enforcement activities, May 15, 1978

Fair Labor Standards Act Overtinie Standards for Employees Engaged in Fire Protection
Activitics or Law Enforcement Activitics, Seplember 20, 1983

Paid Absences as "Hours of Work" Under the Fair Labor Standards Act, December 23, 1987
Changes in FLSA pay administration resulting from the Federal Employees Pay
Comparability Act of 1930, January 14, 1992

(r) Federal Personnel Manwual Suppiement 532-1, Federal wage system
(5) Executive Orders

Part I

() Department of Siate Standardized Regulations (DSSR), Government Civilians, Foreign Arcas, April
1961, as amended

\ Chapter 106 Quarters allowance
Chapter 100, section 120 Temporary quarters subsistence allowance
‘ Chapter 200 Cost-of-living allowances

‘ Chapter 200, section 220 Post allowance
i Chapter 200, section 240 Foreign transfer allowance

xxii
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Chapter 200, section 250 Home seivice transfer allowance
Chapter 200, section 260 Separate maintenance allowance
Chapter 200, section 270 Education allowance

Chapter 200, section 280 Education travel

Chapter 300 Representation allowances

Chapter 400 Official residence allowance

Chapter 500 Post differential

Chapter 600 Payments during an ordered /authorized departure
Chapter 650 Danger pay allowance

Chapter 900, section 925  Maximum rates of per diem allowances for travel in foreign arcas
(u) DoD Manual 1400.25-M, Chapter 592, "Overscas Allowances and Differentials," June 10, 1988
(v) DoD Directive 7045.13, "DoD Credit Management and Debt Collection Program,” October 31, 1986
(w) Title 20, Code of Federal Regulatiens, Parts as follows:

10 Claims for Compensation Under the Federal Employees’ Compensation Act, as Amended
10.206  Agency accounting and reporting of continuation of pay
609 Unemployment compersation for Federal civilian employees

609.9 Provisions of State law applicable to UCFE claims
609.21(b) Findings of Federal agency; Failure to meet time limit
(x) Federal Employees Group Life Insurance Handbook for Personnel and Payroll Orfices
(y) Civil Service Retirement System Act of May 29, 1930, as amended by P.L. 86-604, Former
Congressman - Reemployment, July 7, 1960
(z) Title 26, United States Code, Internal Revenue Code, Sections as follows:
112 Certain combat pay of members of the Armed Forces
3102 Dreduction of Tax from wages
31 Rate of tax

3112 Instrumentalitics of the United States

3121 Employment Taxes - General Provisions - Definitions
3122 Federal service

3306 Definitions (Federal Unemployment Tax Act)

3402 Income tax collected at source

6331 Levy and distraint
6334 Property exempt from Levy
(aa) Section 659 of title 42, United States Code, Enforcement of individual’s legal obligations to provide
child support or make alimony payments
(ab) Title 11, United States Code, Sections as follows:
1322 Contents of plan
1325 Confirmation of plan
{ac) CSRS and FERS Handbook for Personnel and Payroli Offices
(ad) Guide *o Personnel Data Standards
(ae) Titie 32, Code of Federal Regulations, Parts as follows:

79 Contributions to State retirement programs for National Guard technicians

79.5 Procedures

79.6 Responsibilities

79.7 Standards for contributions agreements with State retirement programs for National Guard
technicians

(af) 59 Federal Register 14,541, 14,544, and 14,544, March 29, 1994
(ag) Treasury Financial Manual, Volume 1
(ah) DoD Directive 1420.1, "Labor-Management Relations in the DoD," November 10, 1988
(ai) DoD Directive 5035.1, "Fund-Raising Within the Department of Defense," August 28, 1990
(a)) DoD Instruction 5035.5, "DoD Combined Federal Campaign - Overscas Area," August 17, 1990
(ak) Thrift Savings Plan Bulletins as follows:
87-16 Guidelines for computing basic pay for the Thrift Savings Plan, February 26, 1987

xxiii
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87-22  Technical corrections relating to eligibility for the Thritt Savings Plan open seasons for 1987,
April 13, 1957
87-31 Questions and answers concerning basic pay for the Thrift Savings Plan, August 7, 1987
H7-64 Final Thrift Savings Plan error correcticn regulations, December 28, 1987
88-26 Alternative procedures for processing Thrift Savings Plan loan payments, fune 9, 1988
Y0-22 New proceduies for processing negative adjustment records, August 07, 1990
(al) Department of the Treasury, Internal Revenue Service, Publicaticn 1494

(arn) Federal Personnel Manual, Chapters as follows:
304 Employment of individual experts and consultanis
340 Other than full-iime career employment (part-time, seasonal, on-call and intermittent)
353 Restoration to duty from military service or compensable injury
451 Incentive awards
550 Pay administration (general)
630 Absence and leave
850 Unemployment benefits

(an) Title 39, District of Columbia Code

(ao) Federal Personne! Manual Supplement 331-1, Reduction In Foree

(ap) Title 38, United States Code, Sections as follows:
2021 Right to reemployment of inducted persons; benefits protected
2024 Rights of persons who enlist or are called to active duty; Reserves

(aq) Guide to Processing Personnel Actions

(ar) Title 4, General Accounting Office Policy and Procedures Manual for Guidance of Federal Agencies,
Claims

(as) Section 3968 of title 22, United States Code, Local compensation plans

(at) DoD Instruction 1400.10, "Employment of Foreign Nationals in Foreign Arecas,” Decembrer 5, 1980

{(au) DoD Manual 1416.8-M, "Foreign National Compensation,”" January 1990

{av) Part 251 of title 35, Code of Federal Regulations, Regulations of the Sceretary of the Army (Panama
Canal Employment System)--Personnel policy

{aw) DoD Directive 1400.6, "DoD Civilian Employees in Overseas Arcas,” February 15, 1980

{(ax) Canadian Government Public Service Superannuation Act

(ay) Title 20, United Slates Code, Sections as follows:

901 Pay and Personnel Program for Overseas Teachers, Definitions
902 Regulations of Secretary of Defense

9u3 Administration

904 Leave

905 Quarters, quarters allowance, and storage

906 Entitlements in addition to basic compensation

w7 Applicability of other laws

{uz) DolsDirective 1400.13, "Salaries and Personnel Practices Applicable to Teachers and Other melnyecs
of the DoD Overscas Dependents’ Schools System," July 8, 1976
(pa) Title 10, United States Code, Sections as follows:

941 Article 141 Status

942 Article 142 Judges

943 Article 143 Organization and employees

14 Article 144 Procedure

v4b Article 145 Annuities for judges and survivors
Y40 Article 146 Code committee

2031 Junior Reserve Officer’s Training Corps
{bb) Titie 4, Code of Federal Regulations, Ports as follows:

9i Standards for Waiver

91.5 Conditions for waiver

92 ’rocedure

X
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S 101 Scope of Standards
E 101.2 Definitions
102 Standards for the Administrative Collection of Claims

102.3  Collection by administrative offset
102.4 Administrative offsel against amounts payable from Civil Service Retirement and Disability

Fund
102.13  Interest, penaltics, and administrative costs
103 Standards for the compromise of claims
104 Standards for suspending or terminating collectiors action
104.2  Suspension of collection activity
105 Referrals to Department of Justice or GAO
(bc) Title 18, United States Code, Sections as follows:
286 Conspiracy to defraud the Government with respect to claims
287 False, fictitious or fraudulent claims
1001 Statements or entries generally

1002 Possession of false papers to defraud United States

(bd) Defense Finarce and Accounting Service Memorandum, subject: Change 6 to the DFAS Regulation
on Delegating Statutory Authority, January 29, 1992

(be) Defense Finance and Accounting Service Regulation No, 005, Waiver of Claims Duc the United States
Arising Out of Certain Erroneous Payments Made to Civilian and Military Personnel, January 29,
1992

(bf) DD Directive 1342.20, "Department of Defense Education Activity,” October 13, 1092

(bg) Title 6, General Accounting Office Policv and 'roced ures Manual for Guidance of Federal Agroncies;
Pay, Leave, and Allowances

(bh) DoD Instruction 7720.22, "Report of Work-Years and Personnel Costs for DoD Civilian Employment,”
June 13, 1979

(bi) Federal Information Resources Management Regulation Bulletin B-2

(bj) DD Instruction 7710.3, "Reporting of Personnel and Payroll Qutlays by Operating Location," January
12, 1987
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DEFINITIONS

1.  Administrative Offset. The withholding of money payable by the United States to, or held by the
United States for a debtor to satisfy a debt the debtor owes the United States. Administrative offset
includes offset from salary (pay).

2. Advance of Pay. A single lump-sum payment authorized with each permanent change of station to
a post in a foreign area.

3. Allotment. A recurring, specified deduction from pay authorized by a civilian employee to be paid
to an allottec.

4. Allottee. A person or institution to whom an allotment is made payable.
5.  Allotter. The employee from whose civilian pay the allotment is made,

6. Annuitant. A retired Federal employee or his/her survivor who is receiving payments from the
Office of Personne]l Management.

7. Buneficiary. A person other than a recipient who is entitled to receive all or part of a benefit payment
from the Federal Government,

8. Continental United States (CONUS). The 48 contiguous States and the District of Columbia.

9. Continuation of Pay. Payment made to an employee during an absence from the job due to a
traumatic on-the-job injury.

10. Data Element. A named identifier of cach of the entities and their attributes that are represented in
a database.

11, Data Element Value. Value input into a databasc that represents the literal representation for a data
element,

12.  Debt. Any amount of money or any property owed to & DolD Component or another Federal Agency
by any person, organization, or entity except another U.5. Federal Agency. Debts include insured or
guaranteed loans and any other ameunts due from fees, leases, rents, royalties, services, sales of real or
personal property, or overpayments, penalties, damages, interest, fines and forfeitures, and all other claims
and similar sources. Delays in processing employee-elected coverage or a change in coverage under
Federal benefits programs are not normally considered debts if processing delays did not exceed two
monthly or four biweckly pay periods. Amounts due a nonappropriated fund instrumentality are not
debts owed the United States unless specifically included by this Regulation.

13. Deductions. Monies withheld, by faw or voluntarily, from an employee’s pay (salary). The three
basic types of deductions are:

a. Those required by law, regulations, or civilian legal decisions;
b, Those for benefits specifically authorized by law, such as health and life insurance; and

c. Voluntary, personal allotments to a design. ted payee.
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14. Departmental Reporter. An organizational entity located at a DFAS Center responsible for serving
as the focal poin? for a Military Service when dealing with the Office of Personnel Management and the
Thrift Investment Board concerning retirement or Thrift Savings Plan reporting.

15, Deposit Fund Accoupts. Expenditure accounts established to account for receipts (1) held in suspense
temporarily and later refunded or paid into some other fund of the Goverrunent, or other entity, or (2)
held by the Government as banker or agent for others and paid out at the direction of the owner. Such
fund: are not available for paying salaries, grants, or other expenses of the Government. Expenditures
are often offset by receipts within this type of fund.

16. Direct Deposit System. A Federal Government service for employees who authorize the avtomatic
deposit of net pay, travel, and savings allotments to their personal bank acrount,

17. Disposable Pay. The amount that remains after pay (salary) is redured by amounts that are:

a.  Required by law to be deducted;

b. Properly withheld for Federal, State, and local income taxes;

¢.  Deducted as health insurance premiums;

d. Deducted as normal retirement contributions; and

¢.  Deducted as normal life insurance premiums,
18.  DoD Components. The Office of the Secretary of Defense, the Military Departments, the Chairman
of the Joint Chiefs of Staff, the Unified Combatant Commands, the Inspector General of the DobD, the
Uniformed Services University of the Health Scierees, the Defense Agencies, and the Dol Field Activities

(hereafter referred to collectively as "Dol) Components”).

19. Due Process. Formal proceedings carried out in accordance with established rules and regulations
for the collection o debts due the United States,

2. Eleetronic Funds Transfer (EFT). A system that provides the authority to debit or credit accounts in
financial institutions by clectronic means rather than source documents (e.g., paper checks.), Processing
typically occurs through the Federal Reserve System and/or the Automated Clearing House (ACH)
computer network. EFT transmissions shall be designed to conform to the American National Standards
Instituie (ANSI) Accredited Standards Committee (ASC) X12 standard.

21, Emergency Medical Technician, A specialist in the techinical details of medical treatment responding,
to an urgent need for assiste ce requiring immediate action.

22, Employee. Anindividual appointed to a position in the Dol> and paid from appropriated, revolving,
or trust funds.

23. Entilement. Legally established benefits available to any person or unit of Government meeting,
eligibility requiremenis established by lav

24. Federal Agency. Any executive agency as defined by 5 United States Code (US.CY) 105 (reference
(b)), including the U.5. Postal Service and the Pastal Rate Commission; a Military Department as dreiined
by 5 U.S.C. 102 (reference (b)), an agency of the legislative branch, including the ULS. Senate and US.
House of Representatives; and an agency or court of the judicial branch.
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25. Federal Reserve System. Any Federal Reserve Disirict Head Office, Branch, or regional check
processing center that processes EFT payments, including Automated Clearing House, for the Federal
Government.

26. Financial Institution. Bank, savings association, or credit union cligible under 31 Code of Federal
Regulations (C.F.R.) 210 (reference (c)) to serve as a Government depositary.

27. Garnishment. A written notification concerning the attachment of monies to satisfy a debt which
results in the withholding of a specified amount from the eniployee’s pay (salary) to satisfy a debt,

28. Internal Controls. The manner in which financial, manpower, and property rvesources are to be
controlled and sateguarded by the regular authorization, approval, documentation, recording, reconciling,
reporting, and related accounting processes.

29. Leave and Eamings Statenignt, A document provided to cach employee showing gross pay,
deductions, and nct pay for a pay period and cumulative totais for the year to date, along with leave
balances at the end of the pay period.

30. Leave Record. A record showing the amounts of leave earned and used, and the balance available.

31, Lump-Sum leave Pay. Payment for accumuiated annual leave upor separvation or change to a
nonconvertible leave system.

32. Military Furlough. Absence due to extended active duty for general service with the Armed Forees,
33, Military Leave. An approved absence with pay authorized under 5 U.S.C, 6323 (reference (b)),

34. National Guard. The Army or Air National Guard of a State.

35 National Guard Technician, A Federal emplay.e of the National Guard, exciusive of National Guard
Bureau employees.,

30. Net Pay. The amount of wages, pay, or salary due after ail payroll deductions are made,

37. DPay (Salary). Pay and salary have the sanw meaning. They include basic, premium, and any othes
authorized pay and allowances other than trave! and transportation expenses.

38, Pay Period. A segment of time during which employees perform work and receive pay. For most
Federal civilian employees, a pay period covers 14 consecutive days, normally beginning on Sunday.
39, Pay Record. The part of cach civilian employee’s master pay cecord that contains all transaction
information on payments and deductions with an andit trail to the authorizing documents, The pay
record includes information such as pay grade, record of payments, all earnings separately identified by
type (basic pay, bonuses, danger pay, etc.); allowances; allotments; any other deduciions; year-to-date
gross earnings; taxable earnings, and taxes withheld.

4. Recipient. A person authorized by a Federal Agency to receive benefit payments from the Federal
Government.

41. State. A State or territory of the United States, including the Commonwealth of Pucerto Rico.
42. United States. Unless otherwise qualified, means the 50 States and the District of Columbia.
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43. Voluntary Deduction. Deduction from an employce’s pay which requires written authorization from ‘
the employee to affect withholding.

44. Waiver. The cancellation, forgiveness, or non-recovery of a debt owed by an employee to an agency
as permitted or required by law.
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ACH
ANSI
ASC
AUO
AWOL
AWS
CFC
CFR.
CMSA
COLA
Comp. Gen.
CONUS
cor
crMm
CSRS
DAO
DBMS
DCrs
DO/ EFT
DFAS
DMDC
Dob
DoDDS
DoDEA
pra
DSSR
EDP
EFT
EIC
EIN
EMT
E.O.
FECA
FEGLI
FEFIB
FELBP
FEPCA
FERS
FICA
FIRMR
FITW
FLSA
FI'M
FRB
FWS§
GAO
GS
HDP

ABBREVIATIONS AND ACRONYMS

Automated Clearing House

American National Standards Institute
Accredited Standards Committee
Administratively Uncontrollable Overtime
Absence Without Leave

Alternate Work Schedule

Combined Federal Campaign

Code of Federal Regulations

Consolidated Metropolitan Statistical Area
Cost of Living Allowance

Comptroller General of the United States
Continental United States

Continuation of Pay

Civilian Personnel Manual

Civil Service Retirement System

Defense Accounting Officy

Defense Business Management System
Defense Civilian May System

Direct Deposit and /or Electronic Funds Trans{er
Defense Finance and Accounting Service
Defense Manpower Data Center

Departmeat of Defense

Department »f Defense Dependeats Schools
Department of Defense Education Activity
Danger Puy Allowance

Department of State Standardized Regulations
Environmental Differential Pay

Electronic Funds Transfer

Earned Income Credit

Employer Identification Number
Emergency Medical Technician

Exccutive Order

Fedgeral Employees Compensation Act
Federal Employees Group Life Insurance
Federal Employces Health Benefits

tederal Employees Health Benefits Program
Federal Employees Pay Comparability Act
Federal Employees” Retirement System
Federal InSurance Contribsitions Act
Federal Information Resources Management Regulation
Federal Income Tax Withheld

Fair Labor Standards Act
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IA
1AD
10
IRCN
IRS
IROTC
LEO
LES
LQA
LSL
LWor
NAE
NEC
NGAUS
NOL
NPRC
NSA
OCONUS
QELEGLI
OMB
OPAC
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ower
Pcs
L.
PMRS
RCS
RIE
RITS
5CD
SES
Sk
SSA
SSN
TAPER
DY
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TQSA
TSP
UCEL
uiC
U.s.
us.C.
USUIHS
WG
WGl

Intra-Agency

Interest Accrual Date

Intermational Organization

Interagency Report Control Number

Internal Revenue Service

Junior Reserve Officer Training Corps

Law Enforcement Officers

Leave and Earnings Statement

Living Quarters Allowance

Lump Sum Leave

Leave Without Pay

Nanappropriated Fund

National Finance Center

National Guard Association of United States
Notice of Levy

National Personnel Records Center

National Security Agency

Outside the Continental United States

Office of Federal Employees” Group Life Insuranee
Office of Management and Budget

On-line Payment and Colleation

Official Mersonnel Folder

Office of Personnel Management

Office of Workers Compensation Program
Permanent Change of Station ,
Public Law

Performance Management Recognition System
Report Control Symbol

Reduction In Force

Retirement Insurance Transfer System

Service Computation Date

Senior Execulive Service

Standard Form

Social Security Administration

Sowial Security Number

Temporary Appointment Pending Fstablishment of a Register
Temporary Duty

Treasury Financial Manual

Teaching Position

Temporary Quarters Subsistence Allowance

Thrift Savings Plan

Unemployment Compensation for Federal Employees
Unit Identification Code

United States

United States Code

Uniformed Services University of the Tealth Sciences
Wage Grade

Within-Grade Increase
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CHAPTER 01

INTRODUCTION AND OVERALL REQUIREMENTS

0101 INTRODUCTION

010101, Purposc. This Chapier presaribes the
principles, objectives, and related requirements
for DoD civilian employee pay operations and
systems. The requirements in this Chapter apply
to civilian pay systems operated by the DoD for
employcees paid from appropriated, revolving, or
trust funds. These requirements apply to the
processes related to computing payments for
permanent, temporary, {ull-time, part-time,
irregular, and spedial ategory employees.

C10102. Statutory Authority. The authority of
the DoD (o establish payroll procedures consis-
tent with the requirements of law and regulation
is derived from 5 U.S.C.,, Chapters 53, 55, and 81
(reference (b)), Responsibilities, duties and
liabilices are established by 31 U.S.C,, Sections
3527, 3528, 3529, and 3541 (reference (d)).

010103, Additional Guidance. The instructions
issued by the Office of Personne]l Management
(OPM) in the Federal Personnel Manual (FPPM)
are the guides to be used in the administration
of civilian pay and leave. Abolished pottions of
the FPM should no longer be used.

0102 OVERALL REQUIREMENTS

010201, Qverview

A.  The DoD Components, except as
discussed  in subparagraphs 010201.A.1. and
010201.A.2. will use the Defense Civilian Pay
System (DCPS) or the Defense Business Manage-
ment System (DBMS), as determined by the DoD
Chief Financdial Officer, and will climinate their
own payrull systems.

1. All Defense Business Cperat-
ions Fund activities which do not have a formal
cost accounting system will use the DBMS for
pay processing.

2. It is acc ptable to operate
small, unique payroll systems, such as for for-

cign national employees, when ihe specialized
nature of the employees serviced makes it eco-
nomical and cost-effective or international agree-
ments require such systems.  However, these
unique systems shall be integrated or interfaced
with other applicable systems, such as the De-
fense Civilian Personnel Data System, general
ledger, installation-level generai  accounting
system, ete. Continued operation of any such
unique payroll system shall be approved annual-
ly by the Director, Defense Finance and Account-
ing Service (DIFAS).

B, DDoD payroll operations and sys-
tems shall mect the following objectives:

1. Prompt and accurate pay-
ments to all those entitled to be paid, in compli-
ance with appropriate statutes and regulations,
with consideration being given to all authorized
deductions {rom gross pay.

2. Prompt accounting for, and
disposition of, all authorized deductions from
g£ross pay.

3. Proper control over, retention
of, and disposilion of, all payroll-related docu-
ments.

4. Timely preparation of ade-
quate and relioble payroll records to support
management  purposes;  planning,  preparing,
executing, and reviewing the budget; and inter-
na! and external reporting requirements,

5. Effective communication be-
tween employing activiiies and employees on
payroll matters in addition to tiniely, accurate,
and responsive customer service action to resolve
payroll-related inquiries from employees.

6. Adequate control over all
phases of pay, leave, and allowances,

7. Interface of the payroll func-
tion with the general ledger, cost accounting, and
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personnel functions, with provisions for reconcil-
ing common data elements in any separate
system to one another.

8. Capability to query current,
historical, and/or archived data.

9.  Audit trails to permit the
tracing of transactions through the payroll
system as specified in Volure 1 of this Regula-
tion,

10, Compliance with accounting
system development criteria specified in Volume
I of this Regulation.

1. Compliance  with  internal
control requirements, including data security and
prevention of data disclosure, as specitied in
Volume 1 of this Regulation.

12. Compliance with DoD direc-
tion to standardize data clements for cross
functional sharcability and integration,

010202, Fund Control. Monies used ior paying
DoD civilian employees are appropriated by
Congress and apportioned to the Dol by tre
Office of Management and Budget (OMB). At
least monthly, an estimate of obligations shall be
made for the payroll.  As the payments e
made, estimates shall be adjusted to reflect actual
payment data,

A. Subparagraphs 010202.A.1. and 2.
illustrate the accounting entries that shall be
made to record the obligation and payment for
the payroll, The cvilian payroll office shall pro-
vide the appropriate data for posting to the
general ledper of the accounting system,

1. Dr 4011 Uncommit-
ted / Unobligated Allotments - Direct Program -
Current Period

Dr 4014 Uncommit-
ted /Unobligated  Allotments - Reimbursable
Program - Current Period

Dr 1541 Inventory -
Work in Process - In-House

Dr 1721 Construction in
Progress - In House

Dr 6711 Personnel Com-
pensation - Civilian
Dr 6113 Personnel
Benefits - Civilian
Dr 5115 Penefits for For-
mer Personnel
Cr 2113 Accounts
Payable - Public - Current
Cr 2211 Accrued
Payroll - Civilian
Cr 2213 Accrued
Payroll - Civilian - Employer Share of Fringe
Benefits
Cr 4910 Accrued
Expenditures - Unpaid - Direct Program
Cr 4920  Accrued
Expenditures - Unpaid - Reimbursable Program

To record the obligation for
the payroll for the current period.  (Civilian
personnel geerued expenditures that are to be
recovered as part of goods and services sold to
others or to be capitalized as an asset are record -
ed as work in process or construction in prog-
sk, Such weerued expenditures arve not treated
as a period operating expense.)

2. Dr 2113
Payable - Public - Current
’ Dr 2211 Accrued Payroll

Accounts

- Civilian
Dr 2213 Acarued Payroll
- Civilian - Employer Share of Fringe Benefits
v 4910 Accrued  Lix-
penditures - Unpaid - Direcl Program
Dr 4920 Accrued  Ex-
penditures - Unpaid - Reimbursable Program
Cr 1012 Funds Dis-
bursed
Cr 4931 Accrued
Expenditures - Paid - Direct Program
Cr 4941 Accrued
Lxpenditures - Paid - Reimbursable Program

To record disbursement of

payroll,

B, DoDcivilian payroll systems shall
be integrated or interfaced with, and fully sup-
port, the accounting system. These systems shall
consist of detailed accounts and records that aye
kept as a subsidiary to, or support for, control-

®
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Jing or summary accounts in the general ledger
of the accounting system. The payroll systems
shail produce required obligation and accrual
data nceded by the accounting system,

010203.  Requirements. DFAS management is
responsible for the overall planning and general
dircction or the pay, leave, and allowance func-
tions and systems. This responsibility requires
that adequate written procedures be established
and implemented; all personnel be adequately
trained in their functions; and sufficient controls
are installed and management oversight is
established and implanented to ensure compli-
ance with payroll system objectives summarized
in subparagraph 016201.8B. Management shall
also ensure that payroll systems meet legal
criteria and the reguirements helow.

A, Payroll procedures shall bes

I, Clearly written and be in
accordance with applicable laws, regulations,
and legal docisions;

2. Amended to reflect changes
in applicable laws, regulations and legal deci-
sions;

3. As
throuphout the DoD;

uniform  as  possible

4, Distributed 1o payrol) stalfs
and re available o individual employees as
needed 0 ensure efticient and effective npera-
tions: and

5. Reflectivee of clear  assign-
ments of responsibility, delegation of authority,
and separation of duties for personnel who
authorize pay and entitlewents, cerlify payments,
cornpute the payroll, record pavroll data in the
aceounts, distribute pay, review pavroll transac-
tions, and develop, test and maintain supporting

comptiter systems.

B, Pesonnel engaged in pay, leave,
and allowances activities shall:

1. Be edequately trained and
kept informed about the requirements of laws,
regulations, and fegal decisions;

2. Be adequately supcrvised to
help prevent any unauthorized, fraudulent, or
other irregular act;

3. Perform  operations  effec-
tively, efficiently, and economically in accor-
dance with laws, regulations, and legal decisions;

4.  Review the operations, in-
cluding internal controls, on an ongoing basis to
ensure such performance; and

5. Identify and resalve inconsis-
tencies in information submitted, processed, and
reported during the various payroll cycles.

C.  Payroll systems shall be inlegrated
or interfaced with;

1. Personnel systems to obtain
current information on which to process pay,
leave, and allowances.  Additionally, accurate
information is nceded to help minimize the
pussibility of fraud, waste, and mismanagement;

2. The general ledger system to
provide information o prepare various {inoncial
stalements;

3. Cost accounting systems o
distribute and charge payroll labor cost data to
appropriations, jobs, projects, programs, and
departments; to help in properly evaluating
operations and management; and o support
budget conception and development; and

4. Other financial management
systems to meet reporting, and  management
abjectives,

D, The interfaces discussed in sub-
paragraph 010203.C. shall be used 10 assist in
timely reconciliations of data clements and
discrepancics noted between the systems.

B, Transactions recorded in the pay,
leave, and allowance records shall be adeqnately
supporied by properly authorized documents.

1. Procedures will be in etfect to
properly back-up data in the event of power
failure, equipment malfunction, or other hazaords
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G. External audits and internia] exanii-
nations of payroll operations shall be made by
persons not engaged in those operations to
determine whether such operations are efficient,
effective, and econowical and are in accordance
with laws, regulations, and legal decisions,

H. The frequency with which payrolls
must be prepared has considerable bearing upon
the cost of carrying out the payroll functions. 5o
that payroll operations may be performed with-
out incurring undue cost, employees shall be
paid every two weeks, unless a different time
frame is required by law. Special payments are
prohibited except as addressed in paragraph
080102, Advances af pay are covered in section
0309.  All employees will be mformed of the
designated payday. Pay must be made availaole
to the employees on the day designated as the
payday. The payday lag between the close of
the pay period and payday shall not exceed 12
calendar days. When g payday falls on a holi-
day oran’in liew of holiday, the payday will ve
on the fitst preceding business day.

I Savings bonds shall be mailed 1o
the address provided by the employee, Al
purchased bonds shiall be assued biweckly and
mailed as soon as possible aller payday, Bonds
returned by the US. Postal Gervice shall be
turned over to the disbursing or issuimg, ofheer.
All bonds shall be kept in a safe or locked
fireproot cabinet, penaing distribubion vr returi
to the disbursing or issamg officer,

010204, Privacy Acl Requirements

Ao Leneral

oo AR Standard Forms (5F) and

localty approved jorms comaimuog information

subject to the Privacy Adt o 1974 refeience {v))

should have a Privacy Act statement either incor-

porated in the body ot the document or in a

separate statement accompanying, each form

When separate, the accompapying slatement
carries the same pumber as the form,

2, Whenever aecnares ash for
personal information, including the social Securi-
ly number (S5N) teopv wie employee, that em-
ployee must be notiticd ot the fellowing:

a. The statutory authority
for gathering the information;

b.  The purpose for which
the informatior will be used;

¢.  The "routine uses” of the
information (persons or organizations who
normally reeeive the information); and

d.  The effect on the employ-
er of not supplying the information,

This nolification will be contained in the Privacy
Act statement.

B.  Fuorms. Whenever personal infor-
mation is requesied from an employee on forms
covered by the Act, a capy of the form accompa-
nied by the applicable statement will be given to
the employee at the same time as the request for
information.

C.o Asess and Accounting. Emaploy-
ees are generally entiled Lo have access Lo their
own records under the Privacy Act, as are per-
sonnel who need 10 know the information o
carry out their duties, Under specified condi-
lions, cevlain other pevsons or agencies may
receive infonmation Employees must be notiied
ol release ol intormation to outside agencies
upon reguest,  Agencies responsible [or main-
taining, records ast account for inlormation
released and requests tor change by the employ-
CUoconeerne,

U1U3 DKL

[HPOSTT OF 1PAY

u10301. General

A Authoriy, On April 22, 1997, the
Under  Secrotary of - Defense (Comptraller)
approved  Diect Deposit and /ot Electroni
tunds  Transter (DRERY) as the siandard
method of paymend within the Dol) for pay of
personnel reference (). The policy covers all
cirtegores of Dold personnel incluaing cvilians,
nulitary, miiitary retirces, and annuitants,

B Policy. The Dol requires pacticr-
pation in DD/EFE as a reasonable condition ot
employment for civilians, inclading thase who
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througrh a competitive selection are promoted or
reassigned.

010302. Responsibilities

A. The Under Secretary of Defensc
(Comptroller) is responsible for DD/EFT
payment policy, including waiver policy, for pay
ot all DoD personnel.

B. Civilian personnel directors must
ensure:

1. New civilian employees are
informed during inprocessing of the requirement
to participate in the DD/EFT program; and

2, Vacancy annhouncements
advise applicants that selectees will be required
to participate in DD/EFT as a condition of
employment,

C. The Director, DFAS must:

1. Comment on civilian person-
nel regulations and implementing procedures as
requested;

2. Publish implementing proce-
dures for civilians;

3. Notify financial institutions of
the DoD DD/EFT program and aggressively
paoint out the benefits to the financial institutions
of the DoD policy; and

4. Encourage financial institu-
tions to support this initiative.

D. Directors/Commanders of all DoD
activitics must:

1.  Implement these procedurcs;

2. Monitor DD/EFT paxticipa-
tion;

3, Monitor waiver actions;

4,  Ensure reimbursements are
made to civilian employees who incur charges
due to the Government’s failure to accurately

ol

and timely deposit pay in their DD/EFT ac-
counts (see paragraph 010308.); and

5. DProvide information for
reporting purposes to DFAS Centers when so
requested (see paragraph 010310.).

010303. Applicability .

A. General. All personne! curolled in
DD/EFT on or after August 1, 1992, are required
to continue under the program. In addition, on
and after August 1, 1992, enroliment is required
for new divilian employecs hired and ecmployees
competitively promoted or reassigned.

B. Exempt personnel are:

1. Civilian employces who are
notrequired to participate ina DD/EFT program
as specified in paragraph 010305. and who do
not voluntarily cnroll, and are not enrolled, on
or after August 1, 1992;

2. Student workers and summer
hires; and

3. Nonappropriated fund (NAF)
personnel,

(10304, Waivers

A, General, Waivers for up to 1 year
may be granted to any individual when it is
determined that it would be in the best interest
of both the individual and the DoD. Waivers
may be granted because of financial difficulty,
financial irresponsibility, or other extenuating
circumslances. Waivers may be requested by
individuals through their designated authority or
directed by that authority.  Waivers may be
renewed if the conditions for issuing the waiver
still exist.  Counseling or participation in a
financiai management course oftered through the
local command is required when approving
waivers due to financial problems. Individuals
who fail to establish a DD/EFT account or to
secure a waiver from the appropriate authority,
in the manner described below, will be subject to
administrative action. Generally, waivers should
be temporary in nature and allow individuals
sufficient time to nesolve short term problems
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prior to reenrollment in DD/EFT. The approval
of waivers is subject to the control of the Direc-
tor of the servicing DFAS Center.

B.  Approving Authority

1. For civilian employcees (in-
¢ .ng National Guard Burcau civilian employ-
ees), the approving authority is the appointing
authority or designee.

2. For National Guard techni-
cians, the approving authority is the State per-
sonnel management office through command
channels. :

C. Requested Waiver Procedures

1. Individuals who are not
exempt from DD/ EFT participation may request
a waiver from the designated authority, The
request will normally be written, but designated
authorities may accept oral requests under
unusual circumstances. The designated authori-
ty may approve a waiver when the individual
provides adequate documentation or rationale to
substantiate the waiver reguest.

2. Thedesignated authority will
notify the civilian payroll office in wriling when
a waiver is granted and its expiration dalte,

3. Prior to expiration of the
waiver, the designated authority will review the
situation with the individual and determine
whether to extend or terminate the waiver, The
designated authority must notify the cvilian
payroll office in writing when a waiver is termi-
nated or an extension is granted (including the
new expiration date).

D.  Directed Waiver 'rocedures

1. The designated authority may
direct individuals not to enroll in, or to disearoll
from, DD/ EFT due to the reasons cited in sub-
paragraph 010304.A. The designated authority
will nolity individuals of the requirement not to
enroll or to disenroll from DD/EFT and the
expiration date of the waiver by which time they
are expected to resolve the (inancial problems.
Counseling or participation in a financial man-

agement course offered through the locai com-
mand is required whenhe designated authority
has dirccted personnel not o enrell or to dis-
entoll.

2. Thedesignated authority will
notify the civilian payroll office when individu-
als are directed not to enroll or to discnrolf from
DD/ EFT and will provide the waiver expiration
date.

3, DPriorto the eapiration date of

a waiver, the designated authority will review
the circumstances of the waiver and either divect
the individual to enroll or extend the indtial
waiver,

4. Individuals must inform the
designated authorily i they desine (o terminate
a directed action not to enroll or lo disenroll in
DD/ EFT.

E. Denial of Civilian Waiver Requost, |

Denial of waiver requests trom civilian eniploy-
ees is subject o apeney or negotiated grievance
procedures, as appropriate.

(110305, Grandfather Clause. Civilian employ-
ees who were nol enrolled, or regquired o be
enrolled, ina DD/EFT program prior o August
L. 1992, and who do not subseguently enroll in
the program, are encouraged, bul not reguired,
to participate in the progeam. They will he
required o enroll if they arve competitively
promoted or reassigoed, separated and reem-
ployed, mobilized, or vecalled 1o militory active
duty on or aftee Augost [, 1092,

010360, Reqguirements (or New Do) Employ-

ees. DD/EFT enrollment s required within the
first 60 days ol cmployment, including those
previously employed, or compelitively selecled
for promotion or reassignment, All vacancy
announcements  will  advise  appiicants  that
DD/EFT is a condition of employment for
competitively selected promotions snd reassipgn-
ments. Employces will be advised during inpro-
cessing that DR/ EFT enrollment is eoquired and
that they will be subject to admvinistrative actic

for failure to envoll or reguest a waiver. Supe

visors will monitor participation and ensure
compliance with guidelines
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(10307. DD/EFT Enrollment Documentation

A. The SF 1199A, "Dircct Deposit
Sign-Up Form," is the preferred method of
enrollment in DD/EFT. Individuals who previ-
ously established an account with a financial
insiitution are encouraged to continue that
association and may use Deparlment of the
Treasury, Financial Management Service Form
2231, "FASTSTART Direct Denosit."  Refer to
suvparagraph 010307.8,

1. Section 1 of the SF 1199A is
completed by the individual.

2. Section 2 is completed by the
servicing finance office,

. 3. Scction 3 must be completed
by the financial institution,

4. Distribution of the S5F 1199A
is prescribed on the bottom of the form,

B.  The following enrollment sources
may be used to support the FMS 2231:

1. Canceled check orshare draft
(micro encoded data on the bottom).

2. Savings or checking account
identification card.

3. Department of the Treasury
1099-INT, "Statement for Recipients of Interest
Income.”

4. Bank statemenl.
NOTE: A combination of sources may be neces-

sary to obtain the required information to start
or change DD/EFT enroliment.

010308, Rei X s v P
llUDOﬂ. I\(.'l"\hul'.\(‘lﬂ“ﬂ\' O MinJdncial insuuurion
Charges

A. General.  Charges by financial
institutions resulting from erroneous information
provided by the individual or the financial
institution to the civilian payroll office are not
the liability of the Government and will not be
reimbursed.  Reimbursement is authorized and

limited to overdraft charges or minimum balance
or average balance charges levied by the finan-
cial institution as a result of an administrative or
mechanical error on the part of the Government
which causes pay to be deposited late or in an
incorrect manner or amount.

B. Procedures. When charges result
from Government errors, servicing DFAS Centers
will contact the financial institution to explain
the error and request charges levied against the
account holder be reversed.

1. If the financial institution de-
clines to reverse the charges, Government reim-
bursement of the charges will be made. While
the servicing DFAS Center normally absorbs
such charges, the DFAS Center reserves the right
to charge the applicable agency’s operating
appropriation for such amounts when the error
was caused by information fur ish-d by that
agency.

2. Letters will be provided to
dishonored check recipients ex, laining that the
dishonored check was caused by Government
error, not an error on the part of the individual.

010309, Allotments. DD/EFT is the preferred
method for paying all allotments and should be
used whenever possible. DD/EFT is required
for allotments to a financial institution participat-
ing in the Federal Reserve System.

(110310.  Reporting Requirements.  The DEAS
Centers will provide periodic reports to DEAS-
HQ/F which reflect DD/EFT  participation,
Refer to subparagraph 090206.C. for reporting
guidance,

010311, Payments Other Than DID/EFT

A. Checks to individuals shall be

o1 at [T T £ N "
mailed by the disbursing officei to the nonwork
address provided by the employee. On an

exception basis, checks shall be delivered to

designated agents in the employing offices for
delivery to the employees at the work locations.

B. In those situations when delivery
of paychecks to individuals by designated agents
is authorized, persons designated to deliver these
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paychecks shall not participate in the following
activitics:  preparing, approving, or certifying
vouchers and personnel action documents;
maintaining the payroll; time and attendance
records; and leave records. Each employee shall
be known by, or identified to, the person who
delivers the employee’s paycheck. Taychecks
should be handled as few times and by as few
people as possible. Checks not delivered within
the time specificd by the disbursing officer shall
be returned to the disbursing or issuing officer.
All checks shall be kept in a safe or locked
fireproof cabinet, pending distribution or return
to the disbursing or issuing ofticer.

C.If, under extraordinary circum-
stances, payments must be made in cash, DoD
civilian employees shall properly identify them-
sclves and shall acknowledge payment by sign-
ing a receipt form when payments are received.
Requiring a pay receipt in advance of actual
paynicnt shall not be permitted. All payments
shail b2 made only by persons who have been
authorized to perform disbursing functions and
were nol part of the pay computation process.

0104 ESTABLISHMENT AND CONTROI,

OF EMPLOYEES PAY RECORDS

010401, Use of SSN for Identification

A.  The 55N will be used to identify
all employees paid by the DoD.

B. The SSN has 9 digits, with hy-
phens as separalurs belore the fourth and sixth
digits, Adding a prefix or suffix is not autho-
rized. Only the 9 digits are used in internal
compuict processing; however, the hyphens may
be printed on output documents.

C. If ay employec iz not required to
have an SSN, a pseudo SSN sholl be used.

010402. Pay Records

A. Each employee shall have an
individual pay record maintained as part of the
master pay recosd at the civilian payroll process-
ing site. Normally, only one pay record shall be
active at any given time {for cach authorized
position. 1t more than one pay vecord is main-

tained, the rationale must be thoroughly docu-
mented and an audit trail maintained between
the two pay records. Sufficient information on
active pay records shall be retained or accessible
at the civiliun payroll office to facilitate local
input, payment, and administrative functions,

B. The pay record shall contain all
transaction information relited to payments and
Jdeductions with an audit trail to the authorizing
source document.  The record shall contain
information on hourly, daily, or piece pay rate;
all earnings by tvpe (overtime, night differential,
danger pay, ctc.), separately identified; all deduc-
tions by type (charity, unicn, health insurance,
life insurance, etc.), separately identified;
year-to-date wages earned; year-to-date deduc-
tions withheld; annual, sick, and any other leave
carned; leave taken, lost, or forfeited; gxcess
leave taken; and a settlement of lost or unused
leave balances. The pay record shall contain
other information, as necessary, for cor-puting
pay and preparing reports, as well as being the
source for the Leave and Earnings Statement
(LES)

C. The master pay record shall con-
tain current month, and, as an integral part
thereof or in a separate data file, at [east the 5
preceding months’ records readily available for
processing and inquiry. Summary information
shall be carried forward, longer than € months
when required, until new summary records are
established. Disposition of pay records shall be
done in accordance with the General Records
Schedule 2 (reference ().

010403, Payroll Substantiating Document File

A, With the centralization of the
civilian payroll function, two separate document
files will be established and maintained for cach
employee. One will be located at the civilian
payroll office and one at the liaison office. All
source  documents  which  substantiate  the
employee’s entitlement to compensation, feave,
benefits, and authorize or support deductions
will be kept in the file folders as indicated in
subparagraph 0105048, The file label will
contain the employee’s name and SSN and will
be maintained in SSN sequence.
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B. The civilian payroll office file will
contain the following:

1. SF 1150, "Record of Leave
Data," and SF 1150-A, "Transfer of Leave Records
for Leave Recipient Covered by the Voluntary
Leave Transfer Program®;

2. Voluntary/involuntary
DoD/non-DoD indebted ness to the U. S. Govern-
ment;

3. Voluntary/involuntary  tax
levies;

4, Court-ordered garnishments
(alimony, child support, bankruptcies, commer-
cial debts); '

5. Thrift Savings Plan (TS) loan
information;

6. NAF 401k authorization;

© 7. NAF retroactive TSP clection
authorization;

8. SF1190, "Foreign Allowances
Application, Grant, and Report";

9.  Documentation for all mapual
pay and leave adjustments;

10. Cash collection vouchers;

11.  Physician’s allowance authori-
zations; and

12.  Any other documentation to
support payments,

C. The civilian payroll office will
maintain and safeguard the retirement records
(SF 2806, "Individual Retirement Record (CSRS),"
SF 3100, "Individual Retirement Record (FERS),"
and OPM Form 1514, "Military Deposil Work-
sheet") in a scparate file per instructions in
subparagraph 040301.E.

D. The liaison office files will contain
the following documentation:

1. Precomversion historical files
(all personnel and payroll data of an existing
civilian payrcll system prior to conversion to
another civilian payroll system or a consolidated
civilian payroll office),

2. Unemployment information,
Department of Labor, ES Forra 931, "Request for
Wages and Separation Information";

3. Employment verification; and

4. Employee deduction informa-
tion (allotments and net pay distribution; chari-
ties; unions; Federal, State and local taxes; bonds;
and address changes). .

E. All verified source documents will
be placed in the document file noi lafer than the
end of the pay period in which the document
applics. The folders will remain in an active
status during the period the employee’s pay
account is maintained by the civilian payroll
office.  Upon the employee’s separation or
transfer, and after all final payroll transactions
have been completed, the folder will be removed
from the active file and placed inan inactive file,

F. Al files (manual and clectronic)
will be protected in accordance with For Official
Use Only and Privacy Act {reference (e)) require-
ments.

010404. Document Control. In order to ensure
timely processing of payroll documents and to
facilitate audits and reconciliation of individual
pay accounts, source documents should b
controlled at the retention site, The following
ptocedures are recommended:

A. Assign a control number to all
source documents.  The numbering system
should facilitate the use of one line entries on the
log (e.g., two digits identifying the pay period
number and the last digits identifying the docu-
ment number, beginning with one (1) for each
pay cycle);

B. Identify the type of document or
form number;
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C. Record the date received and the
clerk to whom routed for processing; and

D. Record the date processed and
logged out for filing.

010405. Persannel Actions

A. The SF 50, "Notification of Person-
nel Action,” is the primary source for payroll and
personnel information systems. The content of
the SE 50 will form the basis for personnel
transactions flowing o payroll via automated
personnel / payroll system interfaces,

B. The SF 2809, "Hvalth Bencfits
Registration Form" and SF 2810, "Notice of
Change in Health Benefits Enrollment,” are used
to start, change, and stop the coverage of health
benefits for employees.

C. The Form TSP-1, "TSP Election
Form," is used to start, change, and stop deduc-
tions for employees. The Form TSP-1Y, "Transfer
of Thrift Savings Plan Informaticn Between
Agendies," is used to transfer TSP information
between agencies. The Form TSP-22-R, "Loan
Payment Allotment Form-Reamortization," is
used by the civilian payroll office to begin
deductions for a TSP loan.

010406. Payroll Controls. Appropriate controls
must be established over payroll operations
which will include, but are not limited to, the
items below,

A. Controls which will help ensure
that payroll documents processed are correct,
complete, accurate, and properly authorized,
including, but not limited to, the following items.

1. Corrections and other adjust-
ments to data in official records must be ap-
proved in writing or through electronic signature
(made by entering designated codes into an
automated system under safeguards to prevent
unauthorized use) by an authorized official, as
follows:

a.  Records of all changes
made after records have been approved or
certified must be generated and maintained.

10

b. Manual corrections on
documents made after the documents have been
approved or certified must be made in a way
that coes not obliterate the original entries.
Corrections must be initialed and dated by the
person making them and must be approved by
a designated authorizing official,

¢. Automated system
changes to data must be made in such a way
that an audit trail is maintained to show or
provide reference to documents which show the
original and new data and the authorization for
the change. Such changes must be only on the
basis of properly approved documents authoriz-
ing the changes.

2. There must be separation of
duties among those in the following list. When
the size of the organization does not permit
separation of all of the duties, the most effective
separation feasible under the circumstances must
be provided. In order to minimize opportunities
for carrying out unauthorized, fraudulent, or
otherwire irregular acts, the separation of duties
should ensure that no one person performs ali
phases of a transaction from beginning to end
without the intervention of some other person or
persons who provide a cross-check. However, in
any case, item a, below, must always be separat-
ed from the other duties listed:

a.  Authorization of pay and
entitlements,

b, Certification  of  pay-
ments,

c.  Payroll computation,

d.  Recording of payroll

account data,
¢.  Distribution of pay,

f.  Review of payroll trans-

actions,
g Automated  system
development,
h.  System testing,
® L L
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i, System implementation,
and

i System maintenarice.

3. The following must be re-
stricted to aulhorized personnel:

&, Access  to personnel,
payroll, and disbursement records or data files;

b.  Access to forms used in
authorizing special entitiements, allowances, and
pay rates; and

¢ fayroll processing equip-
ment and related sotiware.

4, When  feasible, employees
engaged in civilian payroll functions must not
maintain or provide service for their own payroll
and personnel records.  This internal control
shall be incorporated into security system soft-
ware which governs aceess to civilian payroll
system records. Whea the size of an office is so
small that this is not {easible, eraployees engaged
in payroll activity may only maintain and pro-
vide service for their own:

a.  Routine deductions, such
as withholding exemptions for Federal, State,
and local tax purposes, and voluntary allotmenls;
and

b, Time and  attendance
documents under certain circumstances as pro-
vided for in paragraph O2HHN4,

5. To detect inappropriate data
at the carliest time and 10 the extent practical,
data entered infto automated payroll systems
musl be sebjected to computerized edits when
entered. Data elements not susceptible to such
edits must be edited at the cariiest practical time.
Inappropriate data detected  must be promptly
investigated, corrected  and, i appropriate,
reprocessed. A record of such data, ils origina-
tor, and its disposition must be generated and
maintained,

B, Controls which help ensure ihat
computerized payroll operations process transac-

tions and produce reports accurately, by use of
the following and other techniques:

1. Testing computer programs
and changes to programs prior to placing them
in operation, and subsequently testing the vari-
ous data clements and computational proced ures
¢t necded to ensure that they are operating as
inteaded;

2. Certifying acceptance of soft-
ware changes by the civilian payroll offices;

3. Performing periodic preven-
tive maintenance on hardware, noting and
promptly resulving problems; and

4. Includinginthe programmed
instructions such techniques as:

a.  Verification of S5Ns or
other identifving information for employces
authorized to be paid against a master list or file
of such information for valid current employecs;

b, Useof proper authoriza-
tion codes by authorized payroll emplayees;

¢ Acceptance of data entry
from authorized terminals only;

d.  Vurification of data entry
using batch control totals, when applicable; and

¢.  Use of master control
totals for data clements by computing such totals
before payroll transactions are entered, adding
totals computed from transactions, and comput-
ing a grand total at the completion of the pro-
cessing cycle. The software in use must ensurt
thal beginning totals plus transaction totals equal
ending 1otals,

010407,  Keconciliation with I'ersonneld

A. For nonintegrated civilian payroll
systems, reconciliation  between the  avilian
personnel office and the civilian payroll office
must be accomplished biweekly for critical data
ciement values and evvery 4 months for noneeriti-
cal data element values. The divilian personnel
office reviews the process and annotates any
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mismatches resolved by its office and passes it to
the civilian payroll olfice for its action. The
civilian payroll office will ensure that review and
necessary corrections are made to the civilian
pay database. The biweekly reconciliations will
be accomplished within 5 workdays after receipt
from the civilian personnel office. ‘The reconcili-
ations done every 4 months will be accomplished
within 10 workdays after receipt from the civil-
ian personnel office. Critical (*} and non-critical
data element vajues to be reconciled are as
follows:

1. Enicered on duty date,
2. "Life insurance code,

3. *Healthinsurance enrollment
code,

4. *kai Labor Standards Act
(FLSA) status code,

5. *Grade/level,

6. Name,

7. *Oceupation series code,
d. *Pay plan,

9. *Iremium pay code,

. * Kate ol
(annual/hourly /cGaily /school year),

poay

L, *Retirenens code,

2. "beave service computation
date,

13, *55N,
14, Geographic location code,
15, *Siep,

16, *Temporary  assignment,
promotion, appointmeni expiration date,

[7. Datc ot birth,

12

18 Citizenship code,
19. Pay basis,
20. *Work schedule,

21. DPart-Time Career Act indica-

tor,
22. Pay rate determinant,
23, Annuitant indicator,
24. *Locality adjustment amount,
25.  Appointment authority code,
and

20, ISP data.

B, Civilian payroll offices that do not
have the capability of a mechanized reconcilia-
tion will accomplish a pay/personnel reconcilia-
tion of the critical data element values in sub-
paragraph 010407.A. on a quarterly basis by
locally determined procedures that are mutually
ageecable to both the civilian payroll ard civilian
personnel offices involved.

0105 CIVILIAN PAYROLL OFFICE DISES-
TABLISHMENT PROCEDURES

010501, Purpose. These procedures preseribe
the responsibilities and actions for Dol civilian
payroll operations which ave being disestablished
in accordance  with  consolidation  initiatives,
Refer to section 0603 for procedures concerning
mass transfer of employee accounts between
existing civilian payroll offices.

(10502, Applicability and Scope. These instruc-
fions apply o all DoD civilian payroll offices
regardless  of  Component  affiliation  whose
payoll awounts are being  transferred (o a
consolidated civilian payroll operation,

010503, Responsibilities.  Responsibility  for
implementing these procedures lies primarily
with the civilian payroll office whose accounts
are being transferred, However, there must be
close coordination with the civilian  payroli
office’s major command /claimant, the DIFAS

)

&,
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Center which has responsibility for the closing
civilian payroll office, and the consolidated
civilian payroll office which will assume respon-
sibility for the transferred accounts.

010504. Actions Required by the Losing Civil-
ian Payroll Office

A.  Notity Affected arties.  All par-
tics who are currently receiving support from the
civilian payroll office which is to be disestab-
lished must be informed that the existing, payroll
servicing arrangenent is being changed and
when that change will veeur, 1t is recommended
that these partics be notificd well in advance of
the transfer, but not later than 30 days prior to
the date of the actual ransfoer,

1. ‘The following is a list of
affected parties who should be notified ol the
impending change of the payroll servicing
arrangement. Sample letters which may be used
for that purpose are shown in Figures 1-1
through 1-10. While the list is intended to be all
inclusive, individual civilian payroll offices may
have unique customers wha are not meationed,
If thig situation should oceur, the losing civilian
payroll office must develop o letter tor those
customers using one of the sample letters as a
basis,

a.  Fach aviliap personnel
office providing suppoct to the civilian payroll
oftice. Civilian personnel oftices will be mspon-
sible for notifying labor organizations and pro-
fessiomal assaciations, See Figure 1-1,

b Bach Internal Revenue
Service (IRS) District to which payments for tax
levies are submitled. See Figure 112, Inform [RS
there will be no further annual civilian pay
reporting for the losing, civilian payroll office
EIN. Adjustmients to prior tax reporls may be
subinitid by the consolidaied dvilian payroll
office. Sewe Figure 13,

¢ lach State and  local
taxing authority for which withholding is being
made (including those laxing authorities who do
not have an agreement with the Department of
Treasury but for whom employees are making,
tax pavments via allotments). Sce Figure 1-4,

d. National Finance Center
(NFC) as the TSP recordkeeper. See Figure 1-5.

e.  bkach court to which
alimony, child support, bankruptcy, and com-
mercial debt payments are being remitted. See
Figure 1-0.

f.  Federal Reserve Bank
(FRB) and other financial institutions to which
remittances are being made. See Figure 1-7.

g QOPM. bee Figure 1-K.

h. Each NAF Employee
Benefit System for whom cetirement deductions
are being remitted under the Portability  of
Boenefits for Nonappropriated Fund Employees
Act of 1990, P.L. 101-508, (cofererce (). See
Figure 1-9.

i, Pach Combined Federal
Campaign  (CFCY office for which  charitable
contributions are heing, remitted, See Figure 1-
10,

i Uealth Benefits Insurance
Cargiers. [nform insurance varriers by preparing
an SE 2811, “lransmittal and Sununary Report to
Carrier - Federal Employees tlealth Benefits Pro-
gram."  Attach a listing to the SKF 2810 as de-
seribed by the Federal Bmplovees Health Bene-
fits Handbook for Personnel and Payroll Offices
(reference (b)), See subparvagraph 040802.8.9,
when a geoap of 25 or more employees enralled
in the sanw plan are transierred on the same
day.

k. (nher Federal agencies
for whom debts are being collected, g, Depart-
ment of Education or Departiment of Velerans
Affairs,

B Pivpaie Vinployee Substantialing
Document_Files.  Although every effort will be
made 1o transfer data through the automated
vonversion process vather than by fransferring
hard-copv documents, it will slill be necessary to
send  ceclain hard-copy  docinnents from the
losing dvilian payrall office {o the consolidated
civilian payroll otfire. In many cases the infor-
mation may not be contained in the automated
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files of the losing civilian payroll office and,
therefore, would not be a part of the conversion
process. In other cases, the documentation is re-
quired for legal support for aciion to be taken by
the consolidated civilian payrofl office.  These
hard-copy documents  will supplement  the
automated conversion process and wili facilitate
e movement ot avilian pay.oli accounis with-
ouwt degradation ol timely and accurate payroli
service,

1. in order to facihtate the
movement of hurd-copy documents, the losing
civilian payroll office must prepare substantiat-
ing, docament files containing hard-opy docu-
ments which muet be transmitted to the consoli-
duted civilian vayroli office,  The files will
consist of originals or copies, as appropriate, 1
the originai is forwarded to the consolidated
civilian payroll office, a copy should be retained
by the losiag civilian payroll office,

2. Subsuantiating document files
may be transmitted in cither subject matter or
craployee sequeney, depenaing on how files are
nunntained by the losing civilian payroll office.
subject mater files are delined for this purpose
as o Lile wmaintamed for a particular type ol
document, e.g., court-ordered garnishments,

3. rhe files will be fetter size
with the tabel o the upper lest hand corner.
Labuls must te either typed or printed legibly,
i tiles  are transmitted  ine subject matter
sequence, the subject matter tite witl be con-
tainea in e first line of the upper lelt corner of
the label and the second line will show the
losing dvillan payroll office nane and number.
If tiles ere transmitted in employee sequence, the
tust line of the label will contain the employee’s
SSN the second line will contamn the employee's
lase e, digst name, and middle tnitial in thai
order; and e thied tine will show the losing
pavrol] office name and number,

4. The files will be assembled
wipiabedcaliy by subject matter if transmitied in
subject matter sequence. I the files are transmit-
fed i S5 sequence, they may be assembled
St in siaapht 88N sequence or 85N sequence
wilnin payrail block, [o esther case, files must be
sent as one package to arrive at the consolidated

civilian payroll office aot later than the end of
the tirst week following transfer.

5  Listed belew is documenta-
lion which must be mcluded in the substanuat-
ing document file and transferred to the consoli-
dated avilian payroll orfice:

a.  Indebtedness to the ULS,
Government. Forward a copy of documentation
{0 support current coflections with the wnpaid
balance of the debt, die appropriation or jund
cite 1o be used, and the remittance address,
Examples of indebtedness to the UL, Govern-
ment are advance pay, Government Propeily
Lost or Damaged/repo:t of survey, travel coliee-
tion, headdy benefite for wave without pay, Oftice
of Workers” Compensation Programs (QWCD)
leave buy back, or salary overpaynent.

b. Yorm o68-W, "Nolice ol
Levy on Wages, Salury, and Other [ncome.”
Forward the original 1RS tax levy (voluntary or
involuntary) showing, the unpaid balance. Any
levivs received afler payroll accounts have been
wansierred should be forwarded directly ta the
coasolidated civilian payrolt office,

¢ Court Ordered Bankrupt-
¢y, Forward the original court order and addren-
dums with balance due on the current order,
Any court orders received after payrollaccounis
nave  been translerred  should be (ervarded
directly W the comselidated  civilian payroll
office.

d. Court Updered Darnish-
ment.  Forward a copy of the most current
parnishiment for atimony, child suppor, and/or
conunitrcial debt includimg, addeidime 1 ihe
parnshlt wat tor g set aioum, Trnmsh e
uapaid batence,  Any abimony and/or clald
support court orders received  after payrol
accounts have been ransferred should be for-
warded  divectly 10 the consolidaled civilian
payroll office,  Any commerdial debt court
orders received alwer payroll accounts have been
transferred should be forwarded in accordance
wilh subpasagraply 04,2080

. Authorizations of NAF
40tk Contribulions,  Forward o copy of the
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authorization which supports employee contribu-
tions to a NAF 401k plan allowable by the
Portability of Bencfits for Nonappropriated Fund
Employees Act of 1990 (reference (c)).

f. TSP Retroactive Contri-
bution Authorization. Forward a copy of the
authorization made by an employee who is
currently making retroactive TSP contributions
allowable by the Thrift Investment Board under
its error correction pracedures,

g.  SF1190. Forward a copy
of the latest SF 1190 if the data is not included in
the automated conversion process. The SF 1190
will be used to support payment of allovances
and differentialy in foreign arcas.

h.  Form TsP-22, "TSP Loan
Payment Allotment Form." Forward a copy of
all Forms TSP-22 which support TSP loan infor-
mation.  Annotate the form with the unpaid
balance,

i.  S5F1150, Forward a copy
of the SF 1150 if all leave data is not included in
the automated conversion process. The S1F 1150
will be produced and feave balances annotated
in the remarks section if credit hours, compensa-
tory hours, advance annual or sick lcave, re-
stored / reinstated leave, and compensatory time
off for religious reasons are not included in the
automated conversion process,  Ensure all ab-
sence without pay, home leave, and military
leave including leave for law enforcement pur-
poses are annotated in blocks 16 through 23 of
the SF 1150,

(1)  Compensatory time
balances must include the overtime rate of pay at
which cach occurrence of compensatory time
was carned.

(2) Restored/ reinstated
jcave information must include the cffective
date, the termination date, and the balance of
cach occurrence.

jo SF 1150A. Forward a
copy of the SF 1150A if all donated leave data
are not included in the automated conversion
process,  Information  concerning  individual

15

donors and balances must be included in order
to return unused leave,

k. LES. Forward a copy of
the LES used to establish temporary leave bal-
ances for recent employee accessions when an ST
1150 has not been received by the losing civilian
payroll office.

. Authorization for Physi-
cian's Comparability. Forward a copy of the
physician’s comparability allowance scrvice
agreement (or equivalent) annotated with the
unpaid balance,

m, Statement of  Annual
Annuity Amount for Reemployed Annuitants.
Lorward a copy of the most recent SE 50 or other
docunientation which supports the amount of
biweekly salary offset for reemployed annuitants.

n. OPM Form 1514, For-
ward a copy of cach OPM Form 1514 with an
unpaid balance, a copy of the related SE
2506 /3100, and supporling SF2803/3108, "Appli-
cation to Make Deposit or Redeposit”  Ensure
that the copy of O'M Form 1514 forwarded to
the consolidated civilian payroll office includes
pustings for the final pay period paid by the
losing civilian payroll office. NOTE: One pay
period prior to conversion, forward an advance
copy of OP'M Form 1514, Ensure that the final
OPM Form 1514 is included in the substantiating
document file.

o.  PForm W.5,  "Harned
Income Credil Advance Payment Certificate.
Forward a copy of the Forme W-5 1o support
payment of the advance earned income credit if
data is not included in the automated conversion
process,  If the transfer occurs the last pay
period of the year, do not forward. A new Form
W-5 must be submitted by the employee,

p. Continuation of Day,
Workers’ Compensation, and Buy Back of Leave,
Forward a copy of the documentation which
supports payment of continuation of pay and /or
places an employee on workers” compensation if
available. Forward a copy of the documentation
to support buy back of leave,
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q. SF 1154, "Public Voucher
for Unpaid Compensation Due a Deceased
Civilian Employee." Complete and forward an
SF 1154 for each deceased employee who has not
been officially separated from the payroll system
and whose unpaid compensation has not been
paid to the beneficiaries. The face of the SF 1154
should i completed only for the block begin-
ning " Amount of unpaid compensation due ....".
The Summary of "Unpaid Compensation” on the
reverse of the 5F 1154 must be completed in its
entirety. Ensure that any unpaid compensation
placed in the deposit fund account is transferred
to the consolidated civilian payroll office wvia
hard copy check, The consolidated civilian
payroll office will make the payment to the
beneficiaries using the SF 1154 furnished by the
losing civilian payroll office upon receipt of the
SF 1153, "Claim for Unpaid Compensation of
Deceased Civilian Employee,” from the civilian
personnel office,

r.  Unprocessed Documents,
Liaison offices should process documents that
have been received, but were not processed prior
to the transfer of payroll accounts to the consoli-
dated civilian payroll office. Processing should
be in accordance with procedures ostablished for
that liaison office.

5. Severance Pay Authori-
zation. Forward a copy of an 5F 50 for cach em-
ployee authorized and receiving severance pay.
Annokate the remaining severance pay to be paid
and weekly severance amount, if not included in
the automated conversion process,

C.  Prepare Pavroll Office Substantiat-
ing Document Files.  While the majority of
employee-related  information will be a data
transfer as part of the automated conversion
process, historical data to support the summary
or civilian payroll office level will not be includ
ed. Therefore, it will be necessary to transfer
certain documents which support actions taken
by the losing civilian payroll office in the past.

1. In order to facilitate the
movement of hard-copy documents, the losing
civilian payroll office must prepare a civilian
payroll office substantiating document file that
consists of copies of the original documents, The
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losing civilian payroll office will retain the
original documents in accordance with the
General Records Schedule 2 (reference (g)). This
will enable the consolidated civilian payroll
office to make future corrections or adjustments
as necessary.

2.  The files will be letler size
with the label in the upper left haad corner. The
first line of the label will contain the applicable
calendar year; the second line will show the
losing civilian payroll office employer identifica-
tion number (EIN); and the third line will con-
tain the civilian payroll office name and number.
Onwe file for cach calendar year will be assembled
and sent as one package to the consolidated
civilian payroll office as soon as practical, but
not later than 30 days following the transfer of
accounls,

3. Listed below is the documen-
tation which must be included in the substantiat-
ing document file:

a.  Form 941, "Employer's
Quarterly Federal Tax Return,” and Form 941c,
“Statement ta Correct Information Previously
Reported on the Employer’s Federal Tux Return.”
Forward copics of Forms 941 and Y41c tor the
quarters of the current year plus the quarters for
the 3 years prior to transfer to the gaining civil-
ian payroll office;

b.  State and Local Tax Re-
turns. Horward ropies of all State and local tax
teporting files for the current year and the prior
3 years; and

. 5K 135, "Records Trans-
mittal and Receipt” Furnish copies of the SF 135
with accession number and storage bin number
after the files have been forwarded to the Na-
tional Personnel Records Center (NPRC) for the
current and previous 6 years.

D. Complete Final Pay Period Pro-
cessing.  The losing civilian payrol! office must
complete processing for the last pay period for
which it has responsibility. Completion of these
actions will allow employee records 1o contain
the most current information to be included in
the automated conversion process.
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1. Compute and process final
salary and other payments.

a. Prior to processing the
final pay period, ensure that all time and atten-
dance reports have been received from employ-
ing activities and that all documentation has
been received from civilion personnel offices and
employees. The losing civilian payroll office will
establish and publish cutoff dates for receipt of
all documents for this last pay period.

b.  Responsibility for special
payments will be determined based upon time
frames within which the automated conversion
process is completed. Payments made after the
last payday and before the automated conversion
process is accomplished are the responsibility of
the losing civilian payroll office, It is crucial that
employee records be updated with such pay-
ments prior to the automateda conversion pro-
cessing. Payments made after the last payday
and after the automated conversion process is
accomplished are the responsibility of the consol-
idated civilian payroll office.

2. Prepare, balance, and distrib-
ute final pay period pay, leave, and management
reports.  Complete pay period processing in
accordance with regular biweekly procedures
and make final distribution of management
reports. It is suggrested that these reports be
annotated “FINAL" and a short memorandum
attached stating these are the last reports to be
sent frem this civilian payeoll office and that
future reports will be sent from the consolidated
civilian payroll office. Furnish the consolidated
civilian payroll office copies of certified docu-
ments, e, Form 941, state and local tax reports,

3. Produce SFs  2806/3100.
Those civilian payroll offices whose automated
system maintains and produces SFs 2806/3100
should ensure that these records are produced
for the fial pay period paid.  Flseal history
records should be closed out for the current year,
and the service history should reflect the last SF
50 ox other applicable documentation.

E. Reconcile and Clear/Remit Depos-

it Fund Account Balances. Monices which ha se
been placed in deposit fund accounts pending

remittance to the applicable payee must be
remitted immediately after the final pay period.
These accounts must not contain a balance after
payroll accounts have boen transferred to the
consolidated civilian payroll office. Any monies
remaining in these accounts after final remittanc:
¢s have been made must be reconciled and the
account cleared. Listed below are types of
accounts which may contain balances after
completion of final pay period processing along
with instructions for the disposition of those
balances.

1. State and Local Tax. The
disbursing office will remit all State and local
taxes which have been withheld from employees,
but not paid to the applicable taxing authority
regardless of the regular payment schedule,
Annotate the payment as "FINAL" and inform
the taxing authority that future payments will be
forthcoming from the consolidated  civilian
payroll office.  An exception is the civilian
payroll office which reports non-payroll type
taxes under the same employer identification
number as the civilian payroli office. For those,
do not mark the remittance as "FINAL."

2. Savings Bonds,  The bond
issuing agent or disbursing officer shall remit all
savings bond balanees in the form of a Treasury
check made payable to the disbursing officer (in
his /her official capacity) at the consolidated
civilian payroll office. Accompanying, the check
should be a listing or report which contains cach
employee identified by name, SSN, and the
unpaid balance,

3. Indebtedness. Remit — all
colivctions which have been made for indebted-
ness that have other than a hiweekly remittance
schedule. Annotate the payment as the last one
from the lusing civilian payroll office and inforn.
the creditor agency that future payments will be
forthcoming  from the consolidated  civilian
payall office,

4. Other Ttems Not Remitted o
a Biweekly Basis. Remit all collections which
have been made for items that have other thana
biweekly remittance schedule, e, monthly
allolments,  Annotate the payment as "FINAL"
and inform the payee that future payments will
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be forthcoming from the consolidated civilian
payroll office.

5. Beneficiary Compensation,
Remit unpaid compensation due bencficiaries of
deceased employees in the form of a Treasury
check made payable to the disbursing officer (in
his/her official capacity) at the consolidated
civilian payroll office. Accompanying the check
should be a listing or report containing the
deceased employee’s name, SSN, and the amount
of unpaid compensation due. This information
should support the SF 1154 contained in the
employee substantiating document file trans-
ferred to the consolidated civilian payroll office
and should be only for those deceased employ-
ces who have not been officially separated from
the payroll system.

F.  DPreparc and Remit Quarter]y and
Annual Reports,  Although the final pay period
paid by the losing civilian payroll office may not
voincide with the last pay period of the quarter
or of the pay or leave year, the losing civilian
payroll office will prepare reports or submit
documentation to the applicable office,

1. Individual Leave Record (or
equivalent), Prepare Individual Leave Records
(or equivalent) for the year of transfer, if not
previvusly produced.  These records will be
maintained at the fosing payroll office site for
rescarch and  reference by the consulidated
civilian payroll office,

2. Individual Pay Record (or
cquivalent), Prepare the Individual Pay Record
(or equivalent) for the year of transfer, if not
previously produced.  These records will be
maintained at the losing payroll office sile for
rescarch and reference by the consolidated
dgvilian payroll office,

3. Porm 1099-MISC, "Misceila-
neous Income." Prepare and distribute unissued
Form 1099-MISC (or Form W-2) to beneficiaries
of deceased employees for whom the SE 1153 has
been received.  Distribution of the Form 1099,
MISC (or Form W-2) to beneficiaries of deceased
employees should be made as soon as payment
has been made. The Form 1099-MISC will be
prepared and submitted to the Social Security

Administration (S5A) with the Form 1096, "An-
nual Summary and Transmittal of U.S. Informa-
tion Returns." Transfer unpaid beneficiary
compensation to the consolidated civilian payrall
office  in accordance with  subparagraph
010504.E.5

4. Form W-2, "Weage and Tax
Statement." The Form W-2 for the current year
may not be available when payroll accounts are
transferred to the consolidated civilian payroll
office, Therefore, it will not be possible to print
and distribute these tax statements, The civilian
payroll office agsuming responsibility for the
payroll accounts shall print and distribute l'orms
W-2 at the end of the current tax ysar using the
EIN and address of the losing civilian payroll
office, The losing civilian payroll office shall be
responsible for undeliverable tax  statements
except in the case of a complete base closure, In
the case of a base closure, the consolidated
civilian payroll office shall assunw responsibilily
for undeliverable Forms W-2. See subparagraph
090207.C.1. for additional information.

5. Form 941/941c¢. Prepare and
balance the Form 941 for all wages, deductions,
and contributions for the quarter of conversion
and prepare Form 941¢ for prior quarlers as
necessary. Mail these tax reports as soon as all
necessary  bodancing has been done. Form
941/941¢ must be filed within the tlime Hnits
spacified in Circalar E (reference (). Inform the
IRS of the gaining civilian payroll office’s ad-
dress and EIN.

6. Federal Tax Reporting,.
Magnetic tape specifications for the current year
may not be available when payroll accounts are
transferred to the consolidated civilian payroll
office. Therefore, it may not be possible to create
the year-end tape at the time payroll accounts
are transferred.  Conversion procedures will
contain instructions for peeparation and delivery
of data files which will be used in creating the
magnelic tape,

7. State and Local Annual Tax
Repaorts. Prepare all State and local tax reports
for the year of transfer. Taxable wages and year-
to-date tax deductions must be balanced ior all
affected employees and any necessary corrections
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or adjustments made. Submit all State and local
annual tax reports to the applicable taxing
authority as soon as they are balanced and
reconciled. State and local tax reports must be
filed within the time limits specified by the state
or local authority.

8. Department of Labor Quarter-
ly Continuation of Pay Report,  Prepare the
Department of Labor Quarterly Continuation of
Pay Report as of the last pay period paid by the
losing civilian payroll office. Submit the Depart-
ment of Labor Quarterly Continuation of Pay
Report in accordance with normal distribution
instructions as soon as possible after the end of
the last pay period paid, but not later than 30
days after the date of the last payday.

9. Report of Work Years and
Personnel Costs for Dol? Civilian Employment
(0197-OI'M-AN). DPeepare Part C (Leave Earned
and Used) of the Report of Work Years and
Personnel Costs for Do Civilian Employment as
of the last pay period paid by the losing civilian
payroll office, Part C was formerly Part D and
has been redesignated for fiscal year 1992, The
report should contain leave information for all
pay periods paid during the current leave year
by the losing civilian payroll office. Submit the
Report of Work Years and Personnel Costs for
DoD Civilian Employment in accordance with
instructions as soon as possible after the end of
the last pay period paid, but not later than the
regularly scheduled submission date.

10. Report of Personnel  and
Payrell Outlays by Operating Location (RCS:
DD-COMP(A) 1600).  Prepare the Report of
Personnel and PPayroll Qutlays by Operating
Location as of the last pay period paid by the
losing civilian payroll office. The report should
contain information from the fourth quarter of
the prior calendar year and all pay periods paid
prior to the transfer of payroli accounts to the
consolidated civilian payrolt office. Submit the
Report of Personnel and Payroll Outlays by
Operating Location in accordance willy instruc-
tions as soon as possible after the end of the last
pay period paid, but not later than the regulariy
scheduled submission date.

11. Report of Collections for
Federal Salary Offset (RCS: DD-COMP(M) 1659).
Prepare the Report of Collections for Federal
Salary Offset as of the last pay period paid by
the losing civilian payroll office. The report
should contain all collections made during the
month in which the losing civilian payroll office
accounts are transferred to the consolidated
civilian payroll office, Submit the Report of
“ollections for Federal Salary Offset o the
departinental level as soon as possible after the
end of the last pay period paid, but not later
than the regularly scheduled submission date.

G. Balance, Close Out, and Transfer
Retirement Records, All SFs 2806/3100 must be

balanced, closed out, and transfernied from the
losing civilian payroll office.  The OPM has
agreed to accept all SPs 2806/3100 for the
CSRS/FERS o5 a part of the consolidation initia-
tive. This in-ludes those records being main-
tained for froven CSRS accounts and military
deposits, Records will only be forwarded to the
OPM when the civilian payroll office, the depart-
mental reporter, and the OPM are in balance.
Listed below are the tasks which must Le accom-
plished in order to submit the SEs 2806/3100.

1. Resolve Retirement Plan Dis-
crepancies,  Employees who have been cerro-
neously placed i an incorrect retirement plan,
and whose records have not been adjusted, must
have such adjustments completed prior to sub-
mitting the records to the OPM,  Comnlete
adjustment actions underway to correct the Sis
2806/3100 and correct associated reports such as
the 51 2812, "Journal Voucher and Report of
Withholdings and  Contributions  for Health
Benefits, Group Life Insurance and Retirement,”
and Form 941 as necessary.  Inform the consoli-
dated civilian payroll office of any changes to
previously converted data such as year-to-date
Social Security and Medicare wages. Inaddition,
request the servicing civilian personnet offices to
perform a review of employee records te ensure
that previously reported retirement plans are
correct, Lnsure that trozen CSRS accounts have
been properly handled in accordance  with
instruciions contzined in OPM Payroll Office
Letter 88-13, dated November 8, 198K (reference
@)-
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2. Complete SF  2806/3100
Posting. Ensurce that the Name History, date of
birih, SSN, payroll office information, Service
History, and Fiscal History on the SF 2806/3100
are completely posted. The Name History and
Service History must contain all SF 50 data
received during the last pay period. The Fiscal
History calendar year salary deductions for the
current pay year must include deductions for the
last pay period paid by the losing civilian pay-
mll office. Annotate the last entry of the Service
History with the following: "Transfer of payroll
function to the Defense Civilian Pay System --
(name of consolidated civilian payroll office).”
For example, the records for those payroll ac-
counts transferred to the Denver Center would
read:  "Transfer of payroll {unction to Defense
Civilian Pay System - DFAS - Denver Center.”

3. Balance SFs 2806/3100. The
monetary amount contained on the last posting
on the Fiscal History Accumulative Total Salary
Deductions for each hard copy SF 2806/3100
must be in agreement with cumulative retire-
ment deductions for each employee contained in
the automated civilian payroll system. Ultimate-
ly, this amount must also be in agreement with
cumulative amounts agreed upon by the OPM
and the departmental level, Discrepancies must
be resolved and corrective action taken o adjust
cither cumulative retirement deductions and/or
hard copy SFs 2806/3100.

4, Balance Military  Deposit
Worksheets.  Ensure that all repayments (cash
collections or payroll deductions) made  for
milifary service credit deposits have been posted
to the OPM Form 1514 and the remaining bal
ance refleets acerued interest through the date of
the last payment.  Also ensure that cach OPM
Form 1514 is supported by, and is in agreement
with, the SF 2806¢/3100 maintained for that
purpose.  This SF 280673100 is separate and
apari from the SF 2836/3100 maintained for
regular retirement.  Ensure that all collections
have been reported via the SE 2812,

5. Balance TSP Accounts,
Amounts roported o NFC on Form TSP-2,
“Thrift Savings Plan Certifications of Transfer of
Funds and Journal Voucher," must be in agree-
menl with amounts reported by the disbursing,

20

officer to the departmental level.  The depart-
mental level will have performed an analysis of
the two amounts based on information provided
by the disbursing officer and the NFC,  The
losing civilian payroll office will be responsible
for reconciling the difference and making neces-
sary adjustments.

6. Balance SFs 2812, Amounts
reported to the OPM on the SF 2812 must be in
agreement with amounts reporied by the dis-
bursing officer to the departmental level. The
departmental level will have performed an
analysis of the two amounts based on informa-
tion provided by the disbursing officer and the
OP'M. The losing civilian payroll office will be
responsible for reconciling the difference and
making necessary adjustments,  Ensure that all
collections have been reported via the SF 2812,

7. Certify SPs 2806/3100. Lach
SF 2806/3100 must be certified for its accuracy.
The certification will begin on the tine below the
last fiscal entry and will carry the annotation
"Deductions and service cerlified correct”  The
payroll certifying ofticer will be responsible for
signing the certification,

8 Transmit SFs 280673100, All
Sis 2800/3100 for CSRS and FERS shall be for-
warded to the O'M, This includes thuse records
being nuaintained for frozen CSKS accounts and
military deposits. S 2807, "Register of Separa-
tions and Transfers,” for CSRS and SF 3103,
"Register of Separations and Transfers," for FERS
shall be prepared to forward records to the
OPM. A copy of the register shall be provided
to the consolidated civilian payroll office.  In
order o minimize the number of registers sub
mitted to OPM, cach register except for the last
should contain 100 records. The records will be
arranged in alphabetical order within the regis-
ter, Only the last page of the register should
contain page tolals, totals brought forward from
pagc..., and accumulated totals to date; therefore,
exeept for the final page of each register, cut off
cach page just above the "Page Totals" block.

a.  Emplovees who separate
or retire before their records are traisterred lo
the OPM will have their SEs 2806/ 3100 submit-
ted immediately in accordance with standard
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procedures. They will not be batched with other
records submitted to the OPM as part of the
transfer of the payroll function. The consoli-
dated civilian payroll office must be informed of
the register number that submits this type of
record so the number may be annotated on the
retirement transmittal submitted to the OPM
from ihe consolidated civilian payroll office for
the same employee. This will allow the OPM to
combine both submissions into one package.

b, SFs 2807 reccived by a
losing civilian payroll office after payroll ac-
counis have been transferred to the consolidated
civilian payroll office will be returned to the
sender.  Attach the SF 2807 to a memorandum
explaining that the payroll accounts have trans-
ferred to the consolidated civilian payroll office
and the S5Fs 2806/ 3100 must be sent to the OPM.
A sample memorandum is at Figure 1-11,

9. Make Final Adjustments. The
OPM and the departmental level will reconcile
the civilian payroll office retirement balances for
cach year to determine a mutually agrecable
cumulative retirement balance. That will repre-
sent the balance with which the divilian payroll
office must reconcile the SFs 2806/3100. In some
instances, it may be impossible to reconcile this
cumulative balance to the total number of Sks
2800/3100 on hand. Therefore, certain final
adjustments may be necessary either on the part
of the civilian payroll office or the OPM.  As
adjustments may vary from civilian payroll office
to civilian payroll office, cach departmental level
will instruct civilian payroll offices as to what
actions must be taken for their particular case.
The gaining civilian payroll office has the re-
sponsibility for making all adjustments and
informing the Josing civilian payroll office de-
partmental reporter of any adjustments made.

10. Clear OPM  Discrepancy
Notifications, All outstunding OI'M discrepancy
notifications must be resolved and returned as
soon as possible, but not later than 2 weeks after
the last SF 2806 /3100 has been submitted.

11.  Microfilm/Microfiche Sl
2806 /3100, A permanent recor’  of  Sbs
2806 /3100 must be made in case they are lost or
destroyed during submission.  Microfilm or

microfiche all SFs 2806/3100 prior lo shipment
from the losing civilian payroll office. 1f micro-
fiche is used, it must be of a quality acceptable
for the General Records Schedule (reference (g)).
Retirement cards are to be filmed in the same
order as they appear on the register to OPM. The
quality of the product should be reviewed after
records are microfiched to ensure the records are
legible. Twa sets of microfilm/miciofiche must
be prouuced. One set must be retained as a part
of the documents retained by the losing civilian
payroll office and one set must be forwarded to
the consolidated civilian payroll office.

H. Complete In-Process Adjusiments,
Losiny civilian payroll offices may have work in
progress that will not be completed prior to the
transfer of payroll accounts to the consolidated
civitian payroll office.  Examples of these types
of adjustments would include rescarch and
recaleulation of retroactive adjustments to pay,
leave, and dueductions,

1. Adjustments for aclive em-
ployees that have not been updated in the losing
civilian payroll office’s current payroll system
will not be included in data converted for the
consolidated civilian payroll office. The losing
civilian payroll office must compiete the action
and inform the consolidated civilian payroll
office of the results so thi t office may fake the
appropriate action.

2. Inactive employee  records
will not be converted for the consolidated civil-
ian payroll office.  The losing civilian payroll
office must complete the in-process adjustiment
and take appropriate action to ensure the records
and reports applicable to that office include the
adjusted amounts.  Forward any repart which
has changed and which was previously included
in the payroll office substantiating document
files to the consolidated civilian payroll office.

I Prepare tard Copy Historical
Files. The losing civilian payroll office will be
responsible for maintenance and disposition of
those residual records which are not forwarded
to the consolidated civilian payroll office. These
records fall into two categories: those having a
permanent retention and are forwarded to the
NPRC, St. Louis, Missouri, after a prescribed
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time limit; and those having a temporary reten-
tion and are destroyed after being held for a
prescribed time limit. Records disposition will
be 1n accordance with Component instructions
previously followed by the losing civilian payroll
ottice.

1. Permancni Retention

a. Individual Pay Records
{or equivalent) wili be retained and submitted to
the NPRC in accordance with Component reten-
ton requirements. Transfer records which have
been retained longer than the last date pre-
scribed by Component regulation to the NPRC
within 90 days after transfer of payroll accounts
to the consolidated civilian payroll office. For-
ward one copy of the S5F 135 that accompanied
these records to NPRC to the consolidated
avilian payroll office.

b.  The losing civilian pay-
rotl office must continue to submit records of
this type to the NPRC on an annual basis, as
prescribed by Component directive, uatil there
are no records having permanent retention
remaining. By January 31st transmit each year’s
submission and forward a copy of the SF 135 to
the consolidated civilian payroll office,

2. Temporary Retention. Payroll
substantiating files which support biweckly
computations and provide an audit trail must be
rewdined in accordance with Component reten-
tion requirements.  Examples of these files
mnciude residual employee substantiating docu-
ment files, Quarterly Individual Leave Record
¢ equivatent), and time and attendance reports.

[ [
Q

X
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MEMORANDUM FOR CIVILIAN PERSONNEL OFFICERS

SUBJECT: Change in Payroll Servicing Arrangement

The Depariment of Defense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The Defense Civilian Pay System has been
selected as the standard system, and the first of the consolidated sites has been designated at the e
Defense Finance and Accounting Ser ice Center located at Denver, Colorado. The payroll office
located at {payroll office name and address), Payroll Office Number , is scheduled to be
consolidated into the Denver Center effective with the pay period beginning . The Payroll
Otfice Number assigned to the Denver Center is 97-380100.

This memorandum is to officially notify you of the impending change in the payroll servicing L
arrangement, and to request that you disseminate this information to all affected parties including
State unemployment offices. We are particularly interested in ensuring that all labor organizations
and other like employee associations be notified well in advance of the change in servicing arrange-
ment and the effective date so they may inform their members, The Denver Center will be forwarding
a "welcome" package (0 you under separafe cover. This package will explain in greater detail the
payroll services which will be provided and will also outline changes which you may expect,

It is also requested that you initiate action to change the servicing Payroll Office Number
associated with each employee record contained in your automated civilian personnel system,  This
change is necessary to ensure that automated submissions of entitlement and deduction data are
directed to the proper payroli office. The change in servicing Payroll Office Number should be made
after completing all transactions for the pay period ending , and before initiating the first
transaction for the pay petiod beginning . We have established a cut off date of which
‘ will be the last date transactions may be received and processed by this payroll office. You are

! requested to make every effort to honor this date as we must be in a position to complete final pay
period processing and prepare for the transfer of payroll files to the consolidated site. T

mm_M:rWAA e

The point of contact for (focal payroll office) is . He/she may be reached at . The &
point of contact for the Denver Center is . He/ghe may be reached telephonically at ,or
by addressing mail to the Defense Finance and Accounting Service - Denver Center, Attn: DEFAS-
DE/FNA, 6760 E. Irvington Place, Denver, Colorado 80279-4000.

Local Finance and Accounting Officer

Attachment

9 l
‘ Figure 1-1, Sample Memorandum to Civilian Personnel Officers
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Interna! Revenue Service
Street Address ’
City, State ZIP Code

Dear Sir:

The Department of Defense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The standard system has been selected, and the
first of the consolidated sites has been designated at the Defense Finance and Accounting Service *
Center located in Denver, Colorado. The payroll office located at (pavroll office name and address) is
scheduled to be consolidated into the Denver Center effective with the pay period beginning

This letter is to officially notify you of the impending change in the payroll servicing arrange-
ment, and to inform you that remittances for tax levies and voluntary repayment of delinquent taxes !
will no longer be made by this payroll office after . Enclosed is a list of employees within your
jurisdiction for which this office is making payroll deduction for tax levy(s). The Form 668-W (Nutice
of Levy on Wages, Salary, and Other Income) provided to this payroll office has been forwarded to ‘
the Denver Center as part of the official records of that office. The Denver Center will honor the
Notice of Levy, and you may expect to receive the first remittance from the Denver Center on or about

. Levies which have been misrouted to this office and received after ______ will be forwarded
directly to the Denver Center.

st

The point of contact for {local payroll office) is . He/she may be reached at . The
point of contact for the Denver Center is . He/she may be reached telephonically at , or
by addressing mail to the Defense Finance and Accounting Service - Denver Center, Attn: DFAS- ‘ P
DE/FNA, 6760 E. Irvington Place, Denver, Colorado BU279-4000. ’

Sincerely,

Local Finance and. Accounting Officer

Enclosure

Figure 1-2, Sample Letter to Internal Revenue Service
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Date

Internal Revenue Service
(Enter address of Regional Service Center)

Dear Sir:

The purpose of this letter is to advise you that all civilian payroll accounts located at ,
Employer Identification Number (EIN) will be moved to a consolidated civilian payroll
office located at , offective

The uses Employer Identification Number s
address is:

Civilian employues affected by the consolidation will receive two Wage and Tax Statements
(Forms W-2) for tax year __. __ will issue Forms W-2 to employees and submit Federal
tax reports to the IRS through . The will also issue Forms W-2 to
employees for wages paid beginaing through the end of the current tax year, Although __

will perform no further annual civilian payroll reporting after tax year __, we may have
oeasion to report certain adjustments for civilian employees against it in the future, Therctore, it
must continue to be available for this purpose. Any guestions which pertain to the planned consolida-
tion should be directed to

Sincerely,

Local Finance and Accounting Officer

Figure 1-3, Sample Letter to Internal Revenue Service for Closure
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State/Local Taxing Authority
Street Address
City, State ZIP Code

Dear Sir:

The Department of Defense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The standard system has been selected, and the
first of the consolidated sites has been designated at the Defense Finance and Accounting Service
Center located in Denver, Colorado. The payroll office located at (payroll office name and address),
Employer Ideniification Number (EIN) s scheduled to be consolidated into the Denver Center
cffective with the pay period beginning .

This letter is to officially nolify you of the impending change in the payroll servicing arrange-
ment, and to inform you that the withholding and remittance of taxes for your jurisdiction will no
longer be made by this payroll office after . The Denver Center, EIN , will be
withholding taxes according to your published formulas, and remittance will be in accordance with
your agreement with the Department of the Treasury.

We will be providing you tax reports as a part of our normal disestablishment procedures. These
reports will include those normally furnished to you after the end of the tax year other than Form W-2
and automated reporting media. The Form W-2 to individual employees will be produced and
distributed after the end of the tax year by the consolidated payroll office. You will also receive year-
end automated reporting at that time.

The point of contact for (focal payroll office) is . He/she may be reached at . The
paint of coniact for the Denver Center is . He/she may be reached teleplwonically at , or
by addressing mail o the Defensie Finance and Accounting Service - Denver Cenler, Altn: DEFAS-
DE/ENA, 67600 L. Irvington Place, Denver, Colorado 80279-4000.

Sincerely,

Local Finance and Accounting Officer

Figure 144, Sample Letter (o State/ Local Taxing Authaority

20
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National Finance Center

Thrift Savings Plan Operations Office
P.0. Box 61150

New Orleans, Louisiana 70161-1500

Dear Sir:

The Department of Defense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The standard system has been selected, and the
first of the consolidated sites has been designated at the Defense Finance and Accounting Service
Center located in Denver, Colorado. The payroll office located at (payroll office name and address),
Payroll Office Number , is suieduled to be consolidated into the Denver Cenler effective with
the pay date of . The Payroll Office Number assigned to the Denver Center is 97-38-0100.

This letter is to officially notify you of the impending change in the payroll servicing arrangement
so that you may make the necessary changes to your records. Employee data records for the final
submission from this payroll office will contain the TSP Separation Code "T" for those records which
are being transferred to the Denver Center.  All other records will carry the TSP Separation Code
applicable to the particular employee being reported. Enclosed is a list of employees currently having
deductions made for TSP loans, Documentation to support these Ioans will be transfereed to the
Denver Center, and you may expuct to receive loan payment data along with regular biweckly
employee data and payment record submissions,

The point of contact for (local payroll office) is . He/she may be reached at . The
puint of contact for the Denver Center is . He/she may be reached telephonically at , Or

by addressing mail to the Defense Finance and Accounting Service - Denver Cenler, Attn: DEAS-
DLE/ENA, 6760 E. Irvington Place, Denver, Colorado  80279-4000.

Sincerely,

Local Finance and Accounting Officer
Enclosure

e
Thrift Investment Board

NOTE: Address correspondence to the Thrift Investment Board as follows:
Federal Retirement Thrift Investment Board

K05 Fifteenth Street, NW
Washington, 12C 20005

Figure 1-5, Sample Letter to National Finance Center
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Court of
Street Address
City, State  ZIP Code

Dear Sir:

The Department of Defense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The standard system has been selected, and the
first of the consolidated sites has been designated at the Defense Finance and Accounting Service
Center focated in Denver, Coloradu. The payroll office located at (payroll office name and address) is
scheduled to be consolidated into the Denver Center effective with the pay period beginning

This letter is to officially notify you of the impending change in the payroll servicing arrange-
ment, and o inform you that witiholding and remittance of payments for (alimony, child support,
bankruptcy, comunercial debt) will no longer be made by this payroll office after . The
enclosed list reflecty employees who are having deductions made by this payroll office on your behalf.
The Denver Center has been provided the official court documentation and will continue to honor the
collection. You may expect to receive remittances from them on a biweekly basis beginning on or
about

The point of contact fur {local payroll office) is . He/she may be reached at . The
point of contact for the Denver Center is . He/she may be reached telephonically at , Oor
by addressing mail to the Defense Finance and Accounting Service - Denver Center, Attn: DEAS-
PE/ENA, 6760 L. Irvington Place, Denver, Colorado  80279-4000,

Sincerely,

Local Finance and Accounting Officer

Eaciosure

Figrare 1-6, Sample Letter to Courts
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Federal Reserve Bank/Financial Institution
; Street Address o
: City, State ZIP Code

)

Dear Sir:

The Department of Defense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The standard system has been selected, and the
first of the consolidated sites hus been designated at the Defense Finance and Accounting Service
Center located in Denver, Colorado. The payroll office located at (payroll office name and address) is
scheduled to be consolidated into the Denver Center effective with the pay period beginning

This letter is to officially notify you of the impending change ii the payroll servicing arrange-
ment, and to inform you that remittances for net salary payments and allotments will no longer be
furnished by this payroll office after . Previously completed employee authorization for
deposit to accounts will be transferred to the Denver Center, and the Denver Center will continue to
honor these authorizations. You may expect to receive the first remittance from the Denver Center on
or about

i The point of contact for (local payroll office) is . He/she may be reached at . The »
puint of contact for the Deaver Center iy . He/she may be reached telephonically at , OF
by addressing mail to the Defense Finance and Accounting Service - Denver Center, Attn: DFAS-
DE/FNA, 6760 E. Irvington Place, Denver, Colorado  80279-4000.

Sincerely,
9 J -

i
! Local Finance and Accounting Officer
»
!
#
»
#
- »
C »
e Figure 1-7, Sample Letter to Federal Reserve Bank/Financial Institution
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Fiscal Management Division
Retirement and Insurance Division »
Office of Personne! Management
Washington, DC  20415-0001
Dear Sir
The Depariment of Defense has an initiative underway to consolidate its payroll operations and »
to use a standard automated civilian payroll system. The standard system has been selected, and the
first of the consolidated sites has been designated at the Defense Finance and Accounting Service
Center located in Denver, Colorado. The payroll office located at (payroll office name and address),
Payroll Office Number , is scheduled to be consolidated into the Denver Center cffective with
the pay period beginning . The Payroll Office Number for the Denver Center is 97-38-0100.
»
This letter is to officially notify you of the impending change in the payroll servicing arrange-
ment, and to inform you that you will no longer receive biweekly reports for withholdings and
contributions or annual retirement summaries from this office. Submission of the last S 2812,
“Journal Voucher and Report of Withholdings and Contributions for Health Benefits, Group Life
Insurance, and Civil Service Retirement," will be on . Individual Retirement Recorde for the
Civil Service Retirement System and the Federal Employees Retirement System will be forwarded in »
aceordance with agreements you have reached with the Director, Defense Finance and Accounting
Service, We will be working closely with our departmental personnel and your staff to ensure that
our records are in balance before they are remitted. Any questions concerning our records once they
are balanced and forwarded should be directed to the Denver Center.
The point of contact for (local payroll office) is . He/she may be reached at . The v
point of contact for the Denver Center is . He/she may be reached telephonically at ,or
by addressing mail to the Defense Finance and Accounting Service - Denver Cenler, Attn: DFAS.
DIE/ENA, 6700 E. Irvington Place, Denver, Colorado 80279-4000.
Sincerely, »
Local Finance and Accounting Officer »
]
»
Figure 14, Sample Letter to Office of Personnel Management
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Nounappropriated Fund Employee Benefit System
Street Address
City, State ZIP Code

Dear Sir:

The Department of Defense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payrell system. The standard system has been selected, and the
first of the consolidated sites has been designated at the Defense Finance and Accounting Service
Center located in Denver, Colorado. The payroll office located at (payroll office name and address) is
scheduled to be consolidated into the Denver Center effective with the pay period beginning

This letter is to officially notify you of the impending change in the payroll servicing arrange-
ment, and to inform you that remittances for Nonappropriated Fund retirement will no longer be
furnished by this payroll office after - Responsibility for deduction and remittance of
retirement contributions will be assumed by the Denver Center. You may expect to receive the first
remittance from the Denver Center on or about

The point of contact for {local payroll office) is . He/she may be reached at . the
point of contact for the Denver Center is .+ He/she may be reached telephonically at , OF
by addressing mail to the Defense Finance and Accounting Service - Denver Center, Atin: DFAS-
DE/FNA, 6700 E. Irvington Place, Denver, Colorado 80279-4000.

Sincerely,

Local Finance and Accounting Officer

Figure 1.9, Sample Letter to NAF Employee Benefit System
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Combined Federal Campaign of
Street Address
City, State ZIP Code

Dear Sir:

The Depariment of Defense has an initiative underway to consolidate its payroll operations and
to use a standard automated civilian payroll system. The standard system has been selected, and the
first of the consolidated sites has been designated at the Defense Finance and Accounting Service
Center located in Denver, Colorado. The payroll office located at (payroll office name and address) is
scheduled to be consolidated into the Denver Center effective with the pay period beginning ‘

This letter is to officially notify you of the impending change in the payroll servicing arrange-
ment, and to inform you that withholding and remittance of payments for charitable contributions will
no longer be made by this payroll office after . The Denver Center will continue to honor
previously executed employee authorizations for charitable contributions. You may expect to receive
remittances from the Denver Center on a biweekly basis beginning on or about

The point of contact for (local payroll office) is . He/she may be reached at . The
point of contact for the Denver Center is . He/she may be reached telephonically at or
by addressing mail to the Defense Finance and Accounting Service - Denver Center, Attn: DFAS-
DE/FNA, 6760 E, lrvington Place, Denver, Colorado  80279-4000,

Sincerely, q

Local Finance and Accounting Officer

Figure 1-10, Sample Letter to Combined Federal Campaign
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MEMORANDUM FOR FINANCE AND ACCOUNTING OFFICE
)

SUBJECT: Return of Individual Retirement Records
| *)

I

|

I The Department of Defense has an initiative underway to consolidate its payroll operations and

i to use a standard automated civilian payroll system. The standard system has been selected, and the

‘ first of the consolidated sites has been designated at the Defense Finance and Accounting Service

| Center located in Denver, Colorado. The payroll office located at (payroll office name and address),
Payroll Office Number , has been consolidated into the Denver Center effective with the pay

1 period beginning . '

|

|

\

|

l

\

|

In addition to the transfer of payroll accounts to the consolidated site, the Office of Personnel
Management (OPM) has agreed to accept all Individual Retirement Records for the Civil Service
Retirement System and the Federal Employees Retirement System. Therefore, as a result of the
consolidation offort and the OPM agreement, it is not possible for this office to accept the retirement
records attached to SF 2807 1A XX-XX. The attached SF 2807 is being returned to you without action,
and the Individual Retirement Records erroneously forwarded to this office must now be forwarded to
the OPM. You should prepare an SF 2807 in the OPM series and forwdrd these records as soon as
b J possible after receipt.

Local Finance and Accounting Officer

’ Attachment ‘ ) L

Figure 1-11, Sample Memorandum to Finance & Accounting Office
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CHAPTER 02

TIME AND ATTENDANCE

0201 INTRODUCTION

020101. Objective.  The payroll functional
objective for time and attendance is to ensure
that the presence and absence of employces are
accurately recorded and reported for computing
pay, leave, and allowances.

020102. Responsibilities

A.  Employing Activily’s Responsibili-

1. Timekeepers and time and
attendance certifiers have been properly trained.

2. Timekeeping and time and
attendance certification processing are performed
as required by the designated individuals.

3. All reguired supporting docu-
mentation is available for audit purposes.

4, Procedural guidance is clear
and adequate to ensure that timekeeping and
time and attendance certification are performed
correctly.,

5. Every effort is made by the
timekeepers and time and attendance certifiers to
correct errars prior to electronic certification.

6.  All crron. that were not
detected and corrected prior to electronic certifi-
cation are reported promptly to the civilian
payroll office. These errors would include the
failure to enter the correct separation date as
well as other time and attendance entries.

B. Supervisor’s Responsibilities

1. Supervisors are responsible
for the timely and accurate preparation, certifica-
tion, and submission of time and attendance.
The cupervisor may assign checking of daily
attendance and posting of time and attendance
to a timekeeper, Assiggnment of these duties to

a timekeeper does not relieve the supervisor of
the responsibility for the accuracy of the time
and attendance to which he or she certifies
including that leave is approved and adminis-
tered in accordance with applicable policies,
regulations, instructions, and bargaining agree-
ments. The supervisor spot-checks attendance
by personal observation and reviews and initials
corrections on source documents. The supervi-
sor should inform the timekeeper when an
employee is on any type of leave, or has worked
any type of premium work.

2. Normaily, timekeeping
responsibilities should be assigned to individuals
who can observe employees’ attendance and
absence cach day.

3. Supervisorsshould ensure by
personal  observation that exceptions to the
employee’s normal tour of daty are posted daily.

4. An allernate  timekeeper
should be appointed to maintain time and atten-
dance daily during the absence of the primary
timekeeper.

C. Timekeeper's Responsibilities

1. Timekeeping is a critical func-
tion. Personnel chosen as timekeepers must be
competent and responsible. They are responsible
for keeping complete and accurate time and
attendance reports.  If possible, timckeepers
should be collocated with the employees whose
records they keep.

2. Organizations may designate
supervisors or other employees (secretaries, clerk
typists, or others) to serve as timekeepers, Time-
keepers may be civilian or military personnel.

3. All employees appointed as
timekeepers for time and attendance are respon-
sible for:
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a. Recording all exceptions
ta the employee’s attendance and leave on a
daily basis. If daily recording is impractical for
some employees, exceptions are allowed if
authorized in writing by the Component head or
designec.

b.  Ensuting thatemployces
either initial the time and attendance input
document ov sign an SF 71, "Application for
Leave”

c.  Ensuring that all postings
for overtime and compensatory time carned have
been approved, corrections on the time and
attendance document initialed, and tals are
correct before certification.

d.  Recording the employ-
ce's attendance, absence, and all other applicable
data daily in blue or black indelible ink, unless
an optical mark reader document requiring a
lead pencil is used. Do not use {elt-tip pens or
erasable ink pens. Errors in posting will be
corrected by drawing a single line through the
incorrect entry and posting the correct data;
erasures and covering fluids are not allowed.
All corrections will be initialed by the supervi-
sor, acting supervisor or other designated repre-
sentative authorized to act as an alternate certifi-
er at the er-r of the pay period.

020103.  Audits

A. Certified time and attendance
source documents are subject to audit by the
General Accounting Office (GAQ), local audit
agencies, and other inspection teams, Certifying
officials are responsible for furnishing  stifica-
tion or clarification of certified time and atten-
dance,

B.  Before releasing any source docu-
ments for audit:

1. Check for proper identifica-
tinn of the agent requesting time and attendance
information.

2.  FEstablish a nced tor the
information.
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3. Make a photocopy of all
released time and attendance source documents.

4. Obtain a certification form
from the agent acknowledging custody of the
time and attendance documents,

0202 REQUIREMENTS

020201. For cach civilian employee, a daily
record of time in pay and nonpay status or
piecework completed shall be maintained by a
designated timekeeper who takes no part in pre-
paring the payroil or by electromechanical
devices, if permitted by local law. When such
devices are used, adequate supervisory surveil-
lance shall be maintained to ensure proper and
accurate time recording. Timekeepers responsi-
ble for time and attendance reports shall have
positive knowledge as to the employee’s pres-
ence and absence before marking the report.
When serial sign-in and sign-out sheets are used,
employees shall sign their name and time of
arrival. When they depart, employces shall sign
their name again and enter their time of depar-
ture. Preprinted serial sign-in and sign-out
sheets are not authorized.

020202. The time period shown on time and
attendance reports shall correspond to the length
of a pay period; i.e, if payment is made for a
2-week period, the time and attendance report
shall cover a 2-week period.

020203. Time and attendance data shall clearly
indicate whether annual leave taken is to be
charged against the employee’s current [eave
account or to a separate Jeave account estab-
lished for restored leave, If an employee has one
or more supplemental leave accounts, the time
and attendance report must clearly identify the
one to be charged for leave taken. Unless annual
leave taken is identified to an employee’s re-
stored account, regular leave will be charged.

020204.  The time and attendance data shall
reflect a proper and accurate accounting of an
employee’s actual time and attendance and
leave. The initial time and pay period for a new
employee and the final time and pay period for
a separated employee may be less than a 2-week
pay period.
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020205. Minimum data clement values to be
included on time and attendance reports or sup-
porting documentation for each employee are as
follows:

A. Employee’s name and SSN.
B. Pay period number or dates.

C.  Number of hours worked by day
and week and in total.

D. Number of hours of premium
work, by type of premium, to which the em-
ployee is entitled.

E. Number of credit hours and com-
pensatory time worked.

F.  Number of hours of leave, by
type; credit hours and compensatory time used.

G. Dates and times leave is taken.

H. Any required supporting docu-
mentation for absences, e.g., court orders, SFs 71,
military orders,

1. Handwritten signature or automat-
ed approval code of an authorizing official.

J.  Such other information as may be
required in support of operations,

If the above minimum requirements cannot be
met, a request for a waiver with supporting
rationale shall be forwarded from the employing
activity to the Director, DFAS.

020206. Work Schedules

A. Basic work requirement. The basic
work requirement is defined as the number of
hours, excluding overtime hours, an employee is
required to work or to account for by charging
leave. A full-time employee’s basic work re-
quirement is 80 hours in a pay period. Depart-
ment of Defense Dependents Schools (DoDDS)
employees in pay plan "TP" (which includes
educators, principals and assistant principals) are
scheduled to work either full or half days. This
includes educators employed in part-time and
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substitute positions. Attendance and absence
must be recorded accordingly. If it is necessary
to convert time for teacher personnel to hours, 8
hours will be used for a full day and 4 hours for
a half day.

B. Alternative Work  Schedules
(AWS). Public Law 99-196 (reference (e)) made
the AWS program permanent in 1985, The
program permits a variety of flexible and com-
pressed work schedules.

1. Flexible  Work Schedule,
Under certain flexible schedules, DoD civilian
employees may work longer or shorter hours
including credit hours on any given workday
without taking leave or being paid overtime, as
long as their basic biweekly work requirements
are met (5 U.5.C. 6123) (reference (b)). By clect-
ing to work hours in excess of their tour of duty,
employees may also complete the biweekly basic
work requirements in fewer than 10 workdays
without being paid overtime or being charged
leave for the nonworkdays. This provision does
not apply to TP pay plan employees.

a.  The extended hours of
operation may require designation of additional
timekeepers, whose duty hours overlap, to cither
manually record time and attendance or provide
surveillance over recording devices or sign-in
and sign-out sheets used for that purpose,

(1) When designating
additional timckeepers, certain conditions shall
be considered. If possible, a timekeeper shall
arrive at the beginning of the workday, and one
shall leave at the end of the workday. Their
scheduled days off may not be the same.

(2) Additional supervi-
sory personnel may be needed botis to supervise
the work force and to certify time and atten-
dance. Supervisors shall provide reasonable
assurance that employees are on duty by such
techniques as occasional supervisory telephone
calls to the employee during times the supervi-
sor is not present, but the employec is scheduled
to be; occasional supervisory observation by the
supervisor coming to work carlier or later than
rormal; arrangements with other timekeeping or
supervisory personnel to provide observation;




Volume 8, Chapter 02

DoD Financial Management Regulation

and a determination of reasonableness of work
output for time spent.

b. An approved work
schedule shall be maintained showing the times
of arrival and departure, proposed and actual,
for each day to support the time and attendance

report. The nature and length of absences also

apply to employces working under an AWS, For
example, under this work schedule, full-time
employees must account for 80 hours, as a mini-
mum, for a 2-week pay period.  However,
emplayees will be charged leave according to
their work schedule.

¢ DoDemploying activities
that significantly extend the hours of the day
during which employees may work shall ade-
quately provide for both preparing and certify-
ing time and attendance reports. Electromechan-
ical recording devices shall be considered as a
means of keeping time and attendance reports
that shall provide the evidence required as to
cumulative time in a work status.

d. Inthe case of a full-time
employee, an B0-hour biweekly work require-
mient allows an employee to determine his or her
own schedule within the limits sct by the em-
ploying activity. A part-time employee deter-
mines his or her own schedule for a biweekly
work requirement of less than 80 hours. The
following are variations of the flexible work
schedule:

(1)  Flexitime is a flexi-
ble work schedule that splits the tour of duty
into 2 distinct kinds of time--core hours and
flexible hours. Under any flexitime schedule, an
employee must be at work or on approved
absence during core hours and must account for
the total number of hours he or she is scheduled
to work.

(2) Flexitour is a work
schedule in which an employee, having once
selected starting and stopping times within the
flexible hours, continues to adhere to these times.
Further opportunities to sclect different starting
and stopping times may be provided subse-
quently by the employing activity.

(3) Gliding schedule is
a flexible work schedule in which an employcee
has a basic work requirement of 8 hours in cach
day and 40 hours in each week. They may select
an arrival time cach day and may change that
arrival time daily as long as it is within the
established flexible hours.

(4) Maxiflex is a flexible
work schedule that contains core hours on fewer
than 10 work days in the biweekly pay period
and in which an employee has a basic work
requirement of 80 hours for the biweekly pay
period (or multiple thereof). The employee may
vary the number of hours worked on a given
workday or the number of hours vach week
within the limits established for the organization.

2.  Compressed Work Schedule

a. A compressed schedule
is a fixed schedule which enables the full-time
employee to complete the basic work require-
ments of 80 hours in fewer than 10 full work-
days in cach biweekly pay period by increasing
the number of hours in the workday. There are
no flexible times in a compressed schedule.
Employees’ times of arrival and departure from
work are set, as are the days on which they are
to complete the basic work requirement,  For
employees working under compressed schedules,
overtime pay will continue to be paid for work
outside the compressed schedule (5 US.C. 6121
and 6128) (reference (b)). The two most common
compressed schedules are the 4-10 and the 5-4/9
schedules,  On the 4-10 schedule, employees
work 10 hours a day for 4 days cach work week.
On the 5-4/9 schedule, employees work 9 hours
a day for 8 days, 8 hours for 1 day, and get |
day off cauch pay period. Compressed work
schedules are determined cither by management
or through negoltiations with exclusive employee
representatives.

b.  The recording of absenc-
es is treated in the same manner as for employ-
¢es working a regular or alternative work sched-
ule, However, employees working a compressed
work schedule wili be charged leave in accor-
dance with their basic work schedule.
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020207. Approval of Leave. Leave approval
may be by handwritten or automated signature,
Leave approvals must be in accordance with
paragraph 050105.

020208. Overtime_and Compensatory _Time
Authorizations

A. Approved written authority for
overt:me, compensatory time, or holiday work
performed must be on an authorization form
used specifically for this purpose. The approved
original copy of the authorization form must be
retained in accordance with section 0207,

B.  Approval must be granted in
writing before the hours are worked whenever
feasible and, when not feasible, as soon as possi-
ble after the work has been performed. If an
employee works overtime without prior written
approval, the authorization form should state
that its purpose is to document that fact,

C. In granting such approval, care
must be taken to distinguish between regular
overtime and irregular or occasional overtime in
order 10 properly determine an employee’s
overtime entitlement,

D. After the time has been worked,
the supervisor must indicate on the overtime
approval form the amount and kind (regular or
ircegular) of overtime and compensatory time
actually worked. If the supervisor who approves
the employee’s time and attendance does not
have knowledy;e that the overtime or compensa-
tory time was actually worked, the supervisor
who has such knowledge must sign the overtime
form to attest to the time actually worked.

1. Mcthods of Approval of
Overtime. The following methods for overtime
approval may be used, keeping in mind that
overtime should be limited to cases of real
necessity:

a.  Daily Basis. The over-
time authorization will indicale cach employee’s
name, 5SN, daie, justification, and number of
hours to be worked for a specific day.
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b. Pay Period Basis. The
overtime authorization for a biweekly pay period
will indicate cach employee’s name, SSN, date,
justification and number of hours to be worked
for a period not in excess of one biweekly pay
period.

¢ Approval for a Specific
Job.  The overtime authorization, including
justification, will specify the number of
hours/dollars of overtime to be
worked /expended during a specific period (not
in excess of a fiscal quarter) for a specific organi-
zational component of the activity, for a specific
task.

2. While a timekeeper may
actually record time and attendance entries, the
supervisor’s time and attendance certificution
attests io the performance of approved work and
serves as the basis for payment.

3. Written authorization is
required for work to be performed on a holiday
except for tours of duty regularly scheduled on
a holiday, such as for fircfighters, law enforce-
ment, and haspital employces.

020209.  Continuation of T'ay (COP)

A. An employee who sustains a
disabling job-related traumatic injury is entitled
to the continuation of regular pay for up to 45
calendar days when totally incapacitated. See
section 0312 for additional information regarding
cor.

B. Controls will be established to
ensure that employees do not exceed the 45-day
limit. COP time will be accounted for as fol-
lows:

1. Days are counted on a calen-
dar basis. 1If an employee is charged for COP on
Friday, he or she will be charged for Saturday
and Sunday. Holidays, weckends, and regular
days off following a COP day are counted as
COP days. 1t 1 hour is used to see a physician
and 7 hours are worked, it is still counted as 1
COPI' day. The time and attendance source
document will show the actual hours worked in




L

Volume 8, Chapter 02

DoD Financial Management Regulation

order to give an accurate picture of the
employee’s work record.

2. Unless the injury occurs
before the beginning of the workday, time lost
on the day of injury should be charged to ad-
ministrative leave. The period to be charged to
COP begins with the first day or shift of disabil-
ity or medical treatment following the date of
injury, provided that the absence began within
90 days after the injury. COP should be charged
for weekends and holidays if the medical evi-
dence shows the employee was disabled on the
days in question; for example, if the physician
indicates that disability will continue only
through Saturday for an individual who has
Saturday and Sunday oft, COI" will be charged
only through Saturday.

3. If work stoppage oceurs for
only a portion of a day or shift other than the
date of injury, a full day of COP will be counted
against the 45-calendar day entitlement, even
though the employee is not enidtled to COP for
the entire day or shift. For example, if an em-
ployee who has returned to work must use 3
hours in order to receive physical therapy for the
effects of the injury, he or she is entitled to only
3 hours of COP even though 1 full calendar day
will be charged against the 45-day limit.  If an
employee is absent for all or part of the remain-
ing workday, the time loss should be covered by
leave, jeave without pay (LWOP), absence with-
out leave (AWOL), etc, as appropriate, since
absence beyond the time needed to obtain the
physical therapy cannot be charged to COP.

4. If the emplovee is only par-
tially disabled {ollowing the injury, and contin-
ues to work several hours each workday, each
day or partial day of absence from work is
chargeable as a full day of COU against the
45-day period.

5. Absences charged to COP and
disapproved later by the Department of Labor
require conversion to sick or annual leave. If
sick or annual leave is not available, COP will be
converted to LWOP and reimbursements to the
Government must be for gross earnings paid
while in a COP status. Refer to section 0803 for
due process procedures. This collection includes

payments made on behalf of the employee and
adjustments to the deposit fund accounts by the
civilian payroll office.

6. The time the employec takes
off must be certified by a physician as necessary
due to the injury.

C. Injured employees are permitted
to return to duty with lighter jobs or a modifica-
tion of their own job. When an injured employce
returns to duty in an official light-duty status
within the first 45 days of disability following an
injury, cach day or portion of a day in light-duty
status will be counted as 1 day of COP. This
also includes any day or portion of a day
worked while under injury-related work restric-
tions imposed by a physician.

020210. Temporary Duty (TDY)

A.  Whenan employee is on TDY, the
hours worked and hours of leave will be record-
ed on the time and attendance document. All
time actually spent away from the permanent
duty station during the basic workweek will be
recorded as time worked or leave taken by the
employee’s permanent duty station. The travel
order will support entries on the time and
attendance document for regular time,

B.  Whenan employee is on extended
TDY (official government-directed travel of 3
weeks or more in -duration), the supervisor may
require the employee to submit time and atten-
dance data. This may be done by telephone,
overnight mwail, facsimile machine, or other
acceptable means of communications.

g203 TIME AND ATTENIIANCE RECORD-
ING

020301. Scheduled starting and ending times of
the day for cach employee or for groups of
employees shall be established and recorded.
The exact starting and ending times of the day
for all absences from duty, except for authorized
lunch periods and absences of full workdays,
shall be recorded each day. The day an
employee’s shift begins is designated as the day
of work for night and shift differential purposes.
These requirements shall be modified for AWS
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(see subparagraph 020206.B.). The daily starting
and ending times for hours worked other than as
scheduled and for absences of less than a full
day shall be recorded on time and attendance
reports. These reports shall be supplemented by
such related records in support of pay entitle-
ment as DFAS deems appropriate. The require-
ment to record starting and ending times is
based on:

A. The need for such information in
determining pay entitlement under certain
conditions--for example, leave without pay
before and after a holiday, or leave when night
differential pay is involved.

B. Each employing activity’s respon-
sibility to keep adequate records for effective and
efficient supervision of employees.

020302, Indicated absences shall be initialed or
signed by the employee or supported by an
approved application for leave or a flexitime
attendance record that has been initialed by the
employee. A supervisor may require a medical
certificate or other evidence of illness from an
employee when granting sick leave. Such certifi-
cation will be retained by the employing activity
in accordance with section 0207,

020303. Becausc most Federal employees are
paid on an hourly basis (or fraction of an hour)
and charged leave on that basis, an accurate
record of the times an employee works and is
absent must be recorded daily. Employees must
officially confirm cach leave charge, except for
administrative leave, AWOL charges, suspension
or holiday absences,

020304, All leave types are charged to the
employee either by whole days, whole hours or
fractional hours,

020305. Absences of DoDDS educators in the
TP pay plan shall be recorded in full or half
days. When an educator is required to work
during any portion of a half-day increment, the
educator's time shall be recorded in a duty
status for the entire half-day increment. Howev-
er, an educator who fails to work part of a
scheduled increment for unacceptable reasons

shall be charged leave or AWOL, for the entire
increment.

020306. Daylight Saving Time

A. Civilian employees working on .
tour of duty when daylight saving time goes into
effect are credited with the actual number of
hours worked on the tour of duty. The hour lost
as a result of the change is charged to annual
leave, compensatory timne used, credit hour used,
or leave without pay, whichever is applicable
with the employee’s request. Employees may be
allowed to work 1 hour beyond the ¢nd of their
shift.

B. Civilian employees working on a
tour of duty when standard time goes into effect
are credited with the actual number of hours
worked. Any time worked in excess of 8 hours
will be paid as overtime and/or compensatory
time or recorded as credit hours,

0204  TIME AND ATTENDANCE CERTIFI-
CATION '

020401. The certification of time and attendance
is an authorization for the expenditure of Gov-
ernment funds.  Each employee’s time and
attendance report shall be certified correct by the
employee’s supervisor, acting supervisor, or
other designated representative authorized to act
as an alternate certifier at the end of the pay
period. Certification shall not ordinarily be
made earlier than the last workday of a pay
perind. In some circumstances (such as when a
legal holiday falls on a Friday or Monday), it is
not practical to operate without an early cutoff.
In such cases, additional controls, which shall be
demonstrated in the system design, shall be in
place and operating. These controls shall ensure
that any change in attendance or absence certi-
fied by a supervisor that occurs after the cutoff
date either is identified and reported before pay
eomputation or is reported for the next pay
computation. For exampie, a corrected time and
attendance report shall be completed for any
absence after the time and attendance report has
been closed out for the pay period. The employ-
ce may initial the corrected entry(ics) or submit
an SF 71 for such absence, as appropriate.
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020402,  All time and attendance reports and
other supporting documents shall be reviewed
and approved by an authorized official. This
officiai shall be aware of his or her cesponsibili-
ties for ensuring accuracy of the reports and
shall have knowledge of the time worked and
absence of cmployees tor whom approvai is
given,

A, Cerlification of time and atten-
dunce documents must be based on knowledge
{rom personal observaiion, teom the timekeeper,
from checking data against other independent
sources (such as matching starting and ending
times of work against sign-in and sign-out sheets
or time clock eniries), from reliance on other
internal controls, or a combination of thesc.
Approving oilicials must have a reasonable basis
for relying on systeras of internal control to
ensuie accuracy and legal compliance when they
do nol have positive, personal knowledge of the
presence and absence of, or other information
concerning, employess wnose time and atten-
dance documents are being approved, This basis
must involve periodic testing of internal contrals
to ensare that they are working as intended,

B.  Approvals shall be made individu-
ally for cach emplovee, and a handwritten or
automated signalure shall be provided for cach
time and attendance report,

C. Asingle supervisory signature for
a multiple employee report may be made to
approve the information recorded for all employ-
ces listed on dhe report. There are three prereg-
uisites for a single signature: the data elements
itemized in paragraph 020205, shall appesr on
the report for eaciemployee listed on the repost;
suppurtitg documents required for the informa-
tion on the report shall be reviewed by the
supcivisor; and e supervisor shall inidal or
sign each pagre of the report and also shall vither
sign Lhe last pape of the report or enter an

approval code into an aatomated system,

D, For computerized  ("paperless™)
time and sttendance systems in which time and
attendance data is conlained in a computer file
and displayed on a terminal, a single automated
code may be eitered by the supervisor to ap-
prove the information contained in the file

provided ihat the data clements itemized in
paragraph 020205, are contained in the file. Any
related approved supporting documentation or
the data el:ments that would be contained in the
supporling documentaiion, including approvals,
are maintained in computer files.  Supporting
documents or computerized files are reviewed
by the supervisor prior to approviang time and
attendance data. A record of changes made 1o a
file, once approved by someone other than the
original approving, official, is generated and sent
o cither the original approving official or a
designated person other than the one who made
the cnangus.

020405, Certification of the time and atiendance
report nay not be delayed for the purpose of
obtaining the employee’s initials or signature for
leave when the employee is not available. The
ewployec shall submit a confirming SF 71 upon
relurn to duaty.

020404,  Employces may not maintain, certify,
or approve their own Gime and attendance
reports, except when it is not practicuble o do
otherwise,  in such instances, the Compouent
head or designee shall grant an official authori-
vaton inwriling. The situations in wiich em-
ployees may maintain their own time and atten-
dance recordings, when impractical to do oier-
wise, are as {ollows:

A.  The employee is he timekeeper;

5. Employcees work flexible hours
oulside the hours of the timekeeper and supervi-

s01;

C. An employee is working alone at
a remove site; and

D, Cosployees are based ai, but are
frequently away trom, the focalion ol their
supervisors and timekeepers Jduring working
hours,

To provide reasonable assurance that employees
are working when scheduled,  supervisors can
make occasional telephone cudls 1o emiployees
during the tmes “hey are schesduled to work and
can deiertniite she reasonatiencess of waork vulpud
ior the time speat,

'k)
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020405. When it is not practical for the super-
visor to approve a time and attendance record
prior to the receipt of supporting documents, the
employee may be paid and a subscquent review
performed of the documents by the supervisor.
Exceplions to the general prohibition of employ-
ecs approving their own time and attendance
recordings are intended to apply only when it is
not feasible for employces described to have
their time and attendance report approved by a
supervisor, These exceptions are:

A. Employees who work  flexible
hours outside the hours of the timekeeper and
supervisor;

B.  An employee is working alone at
a remote site;

C. Employees are based at, but fre-
quently away from, the iocation of their supervi-
sors and timekeepers during working hours; and

D.  The employee is head of an orga-
nization within an agency who has no supervisor
on site,

020406,  Employees will sign or initial their time
and aftendance reports to verify accuracy of the
entries whenever it is practical to have them do
so, (This verification does not constitute super-
visory approval of the reports, which must siill
be made). When not practical:

A, A copy of the time and attendance
report for cach employee or an LES must be
provided to the employee promptly; and

B.  Employees must review the report
and disclose any discrepancies to supervisors,
and the supervisors must resolve such discrepan-
cies promptly.

(0205 TIME AND ATTENDANCE REPORT-

ING

020501, Time and attendance data may be
transmitted by using positive reporting, excep-
tion reporting, or a combination of both. Under
positive reporting, time and attendance data are
input to the payroll system for cach employee.
Under exception reporting, only changes to

normal time and attendance ate input to the
payroll system. If an employee works a sched-
uled tour of duty, no input is necessary. How-
ever, a time and attendance record shall be
maintained for each employee regardless of
which method of reporting is used.

020502. When an exception report is appropri-
ate, transmission may be by messenger, mail,
teletype, telephone, or electronic means, so long
as adequate controls and audit trails are in place
and operating. For example, a listing of leave
and other absences taken by employees during
the pay period could be prepared and forwarded
to the appropriate supervisor for review and
comparison to time and attendance reports.
These controls and audit trails shall ensure that
all exception reports are received and processed
and that every employee of the employing
activity covered by the exception-reporting
techniques is accounted for.

020503, In the absence of time and attendance
data for an employee, the civilian payroll system
will generate a charge against the employee’s
annual leave balance. If the annual leave bal-
ance is not sufficient to support the employed’s
regularly scheduled tour of duty, the remainder
will be charged as shown in Table 5-2, The
employee’s pay and leave record will be correct-
ed upon submission of a corrected time and
attendance report.

0200 ADJUSTMENTS AND CORRECTIONS

020601, Current Period Corrections. Timekeep-
ers will correct errors in data as discussed in
subparagraph 020102.C.3.d.

020602, Prior Period Adjustments. If the time
and attendance for the current pay period has
been processed and a change is required, certi-
fied adjusted time and attendance data will be
input to the payroll system or forwarded to the
civilian payroll office via the liaison ottice. The
adjustment will be included in the employee’s
pay for the pay period following receipt.

020603.  Electronic corrections for current period
corrections and prior period adjustments will be
made in accordance with the payroll system’s
users manual.
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0207 RETENTION OF RECORDS

020701. Employing activities shall establish a
uniform practice to be followed as to the loca-
tions at which the time and attendance reports
and related supporting documentation are to be
maintained.  Time and attendance reports,
together with approved applications for leave,
overtime approvals, military orders, jury duty
certification, etc, may be retained at the time-
keepers’ offices, or sent to a designated storage
location.

020702. Sufficient internal controls shall be
established to prevent unauthorized changes to
completed time and attendance reports, regard-
less of where they are retained,

020703. Time and attendance reports and all
other payrall records shall be kept in accordance
with records retention requirements as explained
in the General Records Schedule 2 (reference ().
This schedule requires time and attendance
reports and other supporting documents to be
kept available for audit or for 6 years, whichever
occurs first,

0208 LABOR DISTRIBUTION

020801, Interface_with Cost Accounting Sys-
tems.  Civilian payroll systems shall interface
with cost accounting systems, if established, to
ensure payroll labor costs are distributed and
charged to appropriate cost centers, Organiza-
tions that operate a formal cost accounting
system shall ensure that costs are reconciled to
the labor distribution processes no less frequent-
ly than monthly.
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CHAFTER 03

PAY ADMINISTRATION

0301 GENERAL PROVISIONS

030101. Payroll Computation

A. Tayroll computations shall be
based on authorized entitiements and in accor-
dance with FPM Supplement 990-2, Books 550
and 610 (reference (k)) and 5 C.F.R. 530, 531, 532,
534, 550, 551, 572, 581, 591, 595, 610 and 630
(reference (1)), These entitlements shall be
evidenced by an SF 50 or other approved docu-
ments, and a time and attendance report for days
actually worked and any leave actually taken
during the period.

B. Documents supporting entries
made in the pay, leave, and allowance records
shall consist of SI's 50 and other personnel
documents; certified copies of travel orders; time
and attendance reports, including any necessary
supporting documents such as sign-in and
sign-out registers or SFs 71; authorizations or ap-
provals of overtime when required separately
from time and attendance reports; pay adjust-
ment authorizations; and similar official records,

C. Source documents need not be
transmitted to the civilian payroll office provided
the pay entitlement data in such documents are
transmitted to the civillan payroll office and
controlled by feedback to ensure consideration of
that data in the pay computation process; con-
trols are established to ensure that all data which
should be transmitted are transmitted; and
source documents and transmittal and control
evidence are retained for audit in accordance
with the General Records Schedule 2 (reference

&)

D.  Civilian payioil personnel shall
ensure that payroll data are complete, correct,
and accurate. Specifically, civilian payroll office
personnel shall ensure that an employce’s com-
pensation s consistent with grade, position
classification and other individual entitiements
(retained grade and pay), and employment
location. For example, an employee assigned to

stateside duties shall not be paid any foreign
arcea allowances, regardless of authorizing docu-
ments. In this exampie, the civilian personnel
office that issued such entitlement documents
shall be requested to clarify and /or correct these
documents.

E. The pay computation shall be
accamplished as soon as possible after the close
of the pay period.

F.  Pay computations shall be based
on the completed time and attendance record
maintained for cach employee,

G. Adcguate channels of commu-
nication shall exist between civilian pay, person-
nel, and liaison offices to ensure that all entitle-
ment information is considered in cach pay
computation, Atleastevery 4 months, personnel
and pay data shall be reconciled and discrepan-
cies corrected promptly. The funclional area that
entered the incorrect data shall have primary
responsibility for reconciling discrepancies in
common data. Also see paragraph 010407,

030102. Notification of Changes to Pay, Notifi-
cation of changes in pay is the responsibility of
the cvilian personnel office servicing the em-
ployee. The civilian payroll office shall adequate-
ly inform ecach employee in writing as to the
nature and amount of the changes in gross pay
from one pay period to the next. This informa-
tion may be disclosed on an LES in lieu of a
separate written advisory. This information shall
be in sufficient detail to show total pay, allow-
ancus, deductions, and net pay.

030103. Statutory Ceilings on Compensation

A. Limitations on Premium Pay

1. Except as explained below,
premium pay (night pay, compensatory pay,
overtime pay, premium pay on an annual basis,
and pay for Sunday and holiday work), in
combination with basic pay, may not cause the
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total for any pay period for General Schedule
(GS) employees to exceed the maximum rate
payable for GS-15. No premium payments or
compensatory time may be granted to an em-
ployee whose rate of basic pay is greater than
the maximum rate for GS-15 (5 U.5.C. 5547(a)
(reference (b)) and 5 C.F.R. 550.105 (reference (1)
Computation of the biweekly statutory pay limit
for 32 US.C, (reference (m)) technicians does not
include compensatory time worked. Section 709
of 32 U.S.C. (reference (m)) precludes National
Guard technicians from being paid overtimie;
therefore, compensatory time is a use-or-lose
type of leave and will not be paid in kind.

2. The biweekly limitation described
in subparagraph 030103.A.1. does not apply to
employees who are paid premium pay for work
in connection with an emergency that involves a
direct threat to life or property. In such situa-
tions, the total basic pay and premium pay for
most GS employees is limited to the annual rate
for G5-15, step 10, for the calendar year, This
limit may include locality-based comparability or
special salary rates. For GS employees receiving
a geographic adjustment, the Supplementary
Salary table will be followed to determine the
GS-15, step 10 rate. Also, employees in occupa-
tions and /or Jocations for which a special rate
has been established for GS-15 are subject to a
biwecekly limitation cqual to the special rate for
GS-15, step 10,

B.  Aggregate Limitation on ay

1. The TFEPCA (reference (v))
and 5 C.F.R. 530 Subpart B (reference (1)) estab-
lished a new aggregate limitation on pay, This
limitation applies W members of the Senior
Executive Service (SES) who previously were
covered by an aggregate limitation that was
applied on a fiscal year basis under 5 US.C.
5383(b)(1) (reference (b)), as well as to mast other
Federal employees. Under 5 U.S.C. 5307 (reler
ence (b)), & covered employee may not receive
any allowance, differential, bonus, award, or
other payment in any calendar year to the extent
such  payment, in combination with the
employee’s basic pay, would exceed the rate
payable for Level T of the Bxccutive Schedule at
the end of that calendar year. Amounts in
excess of that amount generally will be paid at
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the beginning of the next calendar year. If an
employce separates from the Federal service, the
entire excess amount is payable following a 30-
day break in service.

2. The aggregate limitation on
pay applies to basic pay, allowances, differen-
tials, bonuses, awards, and other similar cash
payments made under 5 U.S.C. 5547 (reference
(b)). Some of these payments are made on a vne-
time basis, and some are paid at the same dme
and in the same manner as basic pay. The
FEPCA (reference (¢)) classifies these payments
as "continuing" and "noncontinuing payments”
respectively.

3. Under the FEPCA (reference
(¢)), an agency may not authorize any discretion-
ary continuing payment that would cause the
total of all continuing payments at any time to
exceed the rate payable for Level T af the Execu-
tive Schedule (5 C.IF.R. 530.203(c)) (reference (1)),
Examples of discretionary continuing payments
include retention allowances, supervisory differ-
entials, and physicians comparability allowances,
Nondiscretionary continuing  payments  {e.g.,
basic pay, locality-based comparability payments
or inferim geographic adjustments, cost of living
allowances, post differentials, and remote work
site allowances) are not subject to this regulatory
restriction,

4. Finally, the FEPCA (reference
(¢)) provides that nondiscretionary continuing
paymenls may not be discontinued or deferred
for any period of time in order to make a contin-
uing payment or discretionary continuing pay-
ment that would otherwise cause an employee’s
pay to exceed any of the limitations in these
regulations.  The FEPCA (reference (0)) also
establishies an order of precedence for nondiscre-
tionary continuing payments and any authorized
physicians  comparability allowance when the
total of such payments exceeds the rate then
payable for Level | of the Excoutive Schedule (5
C.F.R. 530203 (¢) and (f)) (reference (1)).

030104.  Multiple Appointments. An employee
shall not be entitled to receive pay from more
than one position for more than an aggregate of
40 hours of work in one calendar week (Sunday
through Saturday) (5 U.5.C. 5533a (reference (b)),
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Generally, there is no restriction on the number
of appointments which a person may hold, only
upon the number of hours for which the person
may be paid. An individual may be given more
than one simuitaneous part-time oi intermittent
appointment, or an employce on leave with pay
may aceept another Federal appointment, so long
as pay is not recerved {or more than 40 hours a
week (unless the employee is regularly paid for
more than 40 hours a week under an authorized
alternative work schedule) or from two sources
for the same hours, Civilian personnel offices
will notity civilian payroll offices of multipie
appuintments via an 5F 50,

0302 BASIC PAY

030201, General Schedule (GS) Employees

A.  Basic Pay. Generally, basic pay for
these emplayees means the rate of pay set by the
law or an administraive action for the job held
before any deductions or additional pay of any
kind.

B, Pay Computation. Computations
will be based on the rates contained in the OPM
salary tables.

C.  Basic Rates

1. The hourly basic rate s
derived by dividing the annual rate by 2,087
wilth the result adjusted to the nearvest cent,
counting one-half cent and over as a whole cend.

2. The biweekly raie is dorived
by multipiying the hourly rate by 80

3. A daily waie is derived by
multiplving the hourly basic rate by the numiber
of daily houes of service,

4, For employees whose pay is
monthly or covers one aiendar month aid
under the provisions of 5 D.5.C B3OS (refei e
(b)), the following rules for division of time aad
computation of pay govern:

a. A owonth's pay s one-
twelith of o yuar's pay,
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b. A day's pay is one-
thirticth of a month's pay;

<. The 31st day of a calen-
dar month is ignored in computing pay, except
that 1 day’s pay is forfeited for 1 day’s unautho-
rized absence on the 31st day of a calendar
month;

d. For each day of the
month elapsing before entering on duty, 1 dav’s
pay is deducted (rom the first month’s pay of the
individual.

0. Interim_Geographic Adjustment,
Under $ C.ER. 531.101 (reference (1), an interim
geographic adjustment of 8 percent is authorized
for the Consolidated Metropolitan  Statistical
Arvas (CMSA),

1. An employee in one of the
three CMISAs paid according to the General
Schedule wili be entitled to an adjustment of
percent,

2. The interim  geographic
adjustiment for an employee in one of the three
CMBAs receiving a special salary rate under 5
C.JLR. Part 530 (reference (1), or a local special
salary rate will recelve the greater of the GS rale
of basic pay multiplicd by 1.08, or the special
salary vafc,

3. The statute provides that
adjusted rates of pay will be considered basic
pay for purposes of computing retirement de-
ductions and benefits, life insurance premiums
and benefits, advances of pay, and premium pay.
I'tie adjusted rates also will be considered basic
pay for the purpose of compuling an employee’s
entitlement to severance pay.

4. Administration of Adjusted
Raies of Pay

a. When an employee's
official duty station is changed from a location
not in an interim geographic adjustment area to
a jocation in an interim geographic adjustment
arva, payment of the adjusted rale of pay begins
on the effecive date of the change in official
duty sation.
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b.  Entitlement to an adiust-
ed rate of pay terminates on the date an employ-
ee's official duty station is no longer located in
an interim geographic adjustment arca; an em-
ployee moves to a position not covered by an
interim geographic adjustment; an employee
separates from Federal service; or an employec’s
local special salary rate exceeds his or her adjust-
ed rate of pay.

¢ An adjusted rate of pay
is paid only for those hours an employee is ina
pay status.

d.  An adjusted rate of pay
shall be adjusted as of the effective date of any
change in the applicable scheduled rate of pay.

¢,  An adjusted rate of pay
is included inan employed’s "total remuneration”
as defined in 8 C.ER, 851.511(b) (reference (1))
and "straight time rate of pay" as defined in 5
C.F.R. 551.512(b} (reference (1)) for the purpose of
computations under 29 U.5,C, Sections 201-219
(reference (n)), as amended.

f.  Payment of, or an in-
crease in, an adjusted rate of pay is not an
cquivalent increasce in pay within the meaning of
5 U.5.C, 5335 (reference (b}).

g Termination of an ad-
justed  rale  of pay  under  subparagraph
(130201.D.4.b, i¢ not an adverse action.

E.  Special Higher Minimum KRates for
Law Enforcement Otficers (LEO) al Grades G5-3
through G5-10. Section 403 of FEPCA (reference
() provides LEOs at grades GS-3 through GS-10
worldwide special salary rates, beginning in
January 1992, A special salary table number 491
authorized by Section 403 of FEPCA, I.L. 101-509
(reference (e)), as amended by PL. [02-378 is
published by OPM. LEOs are entitled to receive
the higher of special rates under Section 407 of
FEPCA or special salary rates under 5 ULLLC
5305 (reference (b)),

F. Special Pay Adiustoent for Law
Enforcement Officers (LEOY i Seiected Leo-
graphic Arcas, Section 404 of FHPCA (reforence
()} establishes special pay adjustients o 4 8,

and 16 percent for GS, SES, and senior-level
LEOs whose official duty stations are in one of
cight designated arcas. These special pay adjust-
ments are considered basic pay for retirement,
life insurance, premium pay, severance pay,
workers’ compensation purposes, and for ad-
vances in pay. For grades GS-3 through GS-10
only, the rates of basic pay must be used for all
other pay administration purposes, except as
provided in 5 C.F.R. 531.203(d)(2)(vi} (reference
(). For all other grades, the rates of basic pay
in the General Schedule must be used for all
other pay administration purposes.  Under 5
U.S.C. 5304(g)(1) (reference (b)), the LEO special
pay adjustment, when added to the employee's
rate of basic pay under the General Schedule,
may not exceed the rate for level IV of the
Exveutive Schedule.

G. Locality-Based Comparability "ay-
ments. The FEPCA (reference (¢)) authorizes the
payment of locality pay for G5 employees and
certain other categories of positions in 28 locality
pay arcas. Locality pay is considered basic pay
for retirement, life insurance, premium pdy,
advance pay, severance pay, lump-sum leave
and workers” compensation purposes, Lligibility
is based on where an employce works, not
where he or she lives.  Locality pay does not
transfer with an employee from one pay zone to
another. Employees shall receive whatever rate
of pay applies at his or her new duty station.
Employees on temiporary assignment in a diffoer-
ent pay zone shall continuing receiving their
carrent salary,  Locality pay does not apply
overseas, nar in Alaska or Hawaii.

030202, Employees Under the Performance
Management and Recognition System (PMRE)

A.  On September 30, 1993, "1, 103-
89, Performance Maragement and Recognition
System Termination Act of 1993 (reference (v)),
was cenacted and terminated the PMRS on Octo-
ber 31, 1993, The provisions of this law apply to
all employees who were covered by MRS on
Octaber 31, 1993, and provide for the transition
of former PMRS employees inio their agency’s
Performance Management System and the GS
pay plan, with its withingrade increases and
waiting periods. [t also permits agencies ta pay
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current rates of pay, as adjusted by the 1993 final
merit increases.

B. In order to identify all employees
who are covered by the provisions of this law,
OPM decided to retain the GM pay plan code.
The step for all employees using the GM pay
plan code will continue to be "00".

C. AllGS employees, including those
still designated GM after October 31, 1993, will
be cligible for within-grade increases according
to the waiting periods established instatute. The
last PMRS merit increase received, including one
for zero dollars, is an equivalent increase for the
purpose of calculating and completing the pre-
scribed waiting periods. Within-grade increases
have the dollar value of one-ninth of the pay
range and employees will have that increase
added to their basic pay rate (including an off-
step rate) upon completion of the appropriate
waiting period, provided performance has been
at an acceptable level of competence.

D. Promotion, change to a lower
grade, a break in service of more than 3 days,
transfer w another non-DoD agency, or reassign-
ment to a nonsupervisory or nonmanagement
pasition will end an employee’s coverage under
P.L. 103-89 (reference (e)). At that time, the em-
ployee’s rate of basic pay will be adjusted to the
designated G5 step rate that meets or exceeds
the current rate of pay, not to exceed step 10,

030203. SES Employees

A.  Definition. In accordance with 5
U.S.C. 5381-5385 (reference (b)), SES employees
are in positions in the Executive Branch which
were formerly classified at G5-16, 17, and 18,
amd Exccutive Levels 1V or V (or their equiva-
lents) which do not require Senate confirmation,
Nonsupervisory positions are not covered unless
they carry significant policy-making responsibili-
tics,

B. Rate of Pay. There are six rates of
basic pay for SES employees. The minimum rate
of basic pay is 120 percent of GS-15, step | and

the maximum rate is Level 1V of the Executive -

Schedule. These rates are adjusted by the Presi-
dent when comparability adjustments are made

in General Schedule rates under the provisions
of 5 J.5.C. 5305 (reference (b)).

030204, Senior Level Positions

A, Definition. Senior Level positions,
established by Section 102 of the FEPCA (refer-
ence (¢ are noa-SES positions formerly classi-
fied at G519, 17, and 18. These positions do not
include administrative law judges and board of
contract appeals positions which have their own
pay schedules.

B.  Rate of Pay. These positions are
paid under § U.5.C, 5370 (reference (b)), which
establishes thie minimum rate of basic pay at 120
percent of GS5-15, step T and the maximum rate
equal to Level 1V of the Executive Schedule,
There are no grades or steps under 5 US.C. 5376
(veference (b)). Therefore, employees may be
paid al any rate between the minimum and
maximum rates.

030205, Scientific and Professional Employees

A.  Definition, Scientific and profus-
sional empioyces are those in positions above
G5-15 who are engaged in research and develop-
ment positions established under 5 US.C. 3104
(reference (b)) and Section 102 of the FEI'CA
(reference (e)).

B.  Rate of I'ay. These positions are
paid under 5 U.S.C. 5376 (reference (b)), which
establishes the minimum rate of basic pay at 120
percent of GS-15, step 1 and the maximum rate
cqual to Level 1V of the Executive Schedule.
There are no grades or steps under 5 U.S.C. 5376
(reference (b)); therefore, employees may be paid
at any rate between the minimum and maximum
rates,

030206. Executive Schedule Emplovees

A. Definition. The Executive Sched-
ule, defined in 5 U.S.C. 5311-5318 (reference (b)),
is divided into five pay levels and is the basic
pay schedule for senior management positions
described in those sections.  SES positions are
not included.
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B. Rate of Pay. The iate of pay is
contained in the OPM annual salary tables,

030207. Federal Wage Svstem (FWS) Ernployres

A. Definition. An FWS employee
means an individual who is in a recognized
trade or craft, or other skilled mechanical craft,
or in an unskitled, semiskilled or skilled manual
labor occupation.  Also included is any other
individual, inciuding 2 ‘oreman or a supervisor,
in a position having trade, craft or laboring
expericnce and  knowledge as 2 paramount
requirement.  These positions are commonly
referved to as blue collar, wage grade, or wage
board. For consistency, the term FWS wil] be
used throughout this Voiume. Pay for these
positions is based on the prevailing rates in an
area. See Appendix A to Subpart B of Part 532
of 5 C.ER. {reference (1)). FWS employees are
hourly rate employees who receive annual wage
adjustments based on a review of comparability
pay by wage area. Each area pay scale is divid-
ud into 5 parts or classes: WG (wage grade
employee); WL (wa.ge 'eader employee); WS
(wage supervisor); WD (nonsupervisory employ-
ces covered by the production facilitating pay
plan); and WN (supervisory employees covered
by the production fadilitating pay plan).

8. Rafe of Pay. The rates arc adjust-
ed from time to fime for comparable work
within a local wag:» arca. Basic pay for FWS em-
ployees meaas the scheduled rate of pay plus
any night «5ift or environmental differential.

0303 PREMIUM PAY

B30T Premium pay consists of certain types
of may wach as wertime pay, which is discussed
in paragraph 0.630%,; night pay; holiaay piy for
employess nobin receipt of annual premiuir pay
for standby duty; Ssunday pay; annual premium
pay ror regularly scheduled standby duty; annu-
af premium pay for administratively uncontrolla-
ble wvork; environmental y iy for FWS employ-
ees: and hazard pay fer LS ployees.  Fates
and authorizatior, for these crious pays are
contained in the FPM Supplenent 990-2, Chap-
ters 580 wnd 610 (reference (k) and 5 US.C
5343, 5542, 5544, 5545, 5546a, 5547, and 5549
(reterence (b)), Ewployees, as defined by 6

US.C. 5541 (reference (b)), may be paid premi-
um payv as authorized by 5 US.C. 5542,
3545(a)-{c), and 5546(a) and (b) (reference (b))
only to the extent that the pay does not cause the
aggpregate rate of pay tor apy pay period to
exceed the maximum applicable rate for a GS-15.
Premium pay cannot be paid to any GS employ-
¢e whose basic rate of pay vquals or exceeds the
maximum applicable rate for grade GS-15.
Premium pay may be paid to an employee
whose basic rate is less than the maximum
applicable rate of G5-15 only to the extent that
the payment dues not cause the total rate of pay
for any pay period to exceed the maximum
applicable rate for GS5-15. The maximum rate
does not apply to nunexeimpt GS employeer, See
peragraph 03C302.B. Hazard pay is excluded
from this limitation., SES employees are not
entitled to premium pay under any circumstanc-
es. TP pay plan employees are excluded from
Title 5 (reference (b)) premium pay provisions,

030302, Overtime Pay. Each employing activity
shall be respensitle for controlling overtime,
Supervisors shall ensure that overtime worked is
covered by funds turgeied for their employing
activity. Approva: or disapproval of overtime
shall be consistent with the Deputy Secretary of
Defense’s memorandum (reference {6)).  The
civilian payroll office shall pay only approved
overtime as cortitied on tie time and altendance
report. . Normally, aporoval to work overtime
shall be made in writing L advanae of perform-
ing the worlk.

A, Title 5 Overline

i.  Regularly Scheduled,  Fit
Supplemuent 950-2. Book 550, Subchepter S
(reference (KDY contains provisions on premium
pay for overtisne. Regular overtime work means
overtime work that is schedubed prior to the
beginning of an employec’s repularly scheduled
administraive workweek. Per cach GS employ ee

whose raie of pay dors act escedd the minimum
applicable rate for a TS50 the overtime hourly
rate is one and onceralt ties te employee’s

Shourly vate of pay. For cach G5 emplovee

whose rate of basic poy vrees b ihe o,
ap})liL.ll‘{l‘ rate o g A0 e overdinie avurty
rate iy one and onre-hal icies e hourly vaic of
basic puy at the minimum applicable rate tor a
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GS-10 (5 US.C, 5542) (reference (b)). Regular
avertime is authorized for full-time, part-time,
and intermittent G5 employees.

2. Irregular/Occasional. Irregu-
lar or occasional overtime work is overtime work
that is not part of an employee’s regularly sched-
uled administrative workweek.

B. FLSA (Nonexempt Employees

1. Foremployces paid under 29
U.S.C. 201-219 (FLSA) (reference (n)), entitlement
to overtime compensation is determined by
calculation of an "nourly regular rate." The
"hourly regular rate” of pay for all "nonexempt”
employees is computed by adding all includable
payments for the week, and then dividing by the
total hours of work and paid leave. The DoD
shall compensate an employee who is nonex-
empt under the provisions of 5 C.F.R. 551.101
(reference (1)) for all hours of work in excess of
8 a day or 40 in a workweek at a rate equal to
one and one-half times the employee’s hourly
regrular rate of pay.

2. Under Section 210 of the
FEPCA (reference {11)), effective on May 4, 1991,
overtime  pay computations  for nonexempt
employees must be 1nade solely in accordance
with the FLSA (reterence (n)) regulations in 5
C.F.R. 551 (reference (1)), as amended. Agencies
are no longer required to cempare overtime pay
entitiements for nonexempt employees under 5
C.ER. 550 and 551 (reference (1)) and pay which-
ever amount is greater. However, entitiements
arising prior to May 1, 1993, musi still be caleu-
lated using the previous rules.  Nonexempt
employcees continue to be covered by the other
premium pay provisions of 5 U.S.C., Subchapter
V (reference (b)), for night, Sunday, or holiday
and annual premium pay for regularly sched-
uled standby duty or administratively uncoatrol-

lable overtime (AUQO) work,

3. According to 5 US.C. 5544(a)
(reference (b)), as amended by Section 529 of [7.L.
101-509 (reference (¢)), hours of work (as defined
in 5 U.5.C. 5542) (reference (b)) in excess of 8
hours in a day are deemed to be overtime hours
for the purposes of Scection 7 of the FLSA (29
U.5.C. 207) (reference (n)), if the employec is not
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receiving annual premium pay for regularly
scheduled standby duty (5 U.S.C. 5545(c)(1))
(reference (b)) or annual premium pay for AUO
work (5 U.S.C, 5545(c)(2) (reference (b)); 5 U.S.C.
5544(a) (reference (b)) for FWS employees). Such
hours are considered overtime hours under the
FLSA (reference (n)) regardless of the total
number of hours of work in the workweek. For
example, an employce who works 10 hours on
the 1st day of the workweek and is on LWOP for
the remainder of the workweek is entitled to 2
hours of overtime pay under FLSA (reference
(n)), even though the employee has worked a
total of only 10 hours in the workweck.

C. Excluded Employees. SES em-
ployees are excluded from premium pay by 5
U.S.C. 5541 (reference (b)). Certain GS and all
Exccutive Schedule employees are also excluded
since, under the provisions of 5 US.C. 5547
(reference (b)), premium pay may be paid only
to the extent that payment does not cause aggre-
gate pay to exceed the maximum rate for G5-15.
National Guard technicians are not entitled to
premium pay for overtime.  Instead, they may
earn compensatory time. They are entitled to
holiday premium pay if the holiday or the day
on which the holiday is observed is worked as
part of the basic 40-hour workweek. Otherwise,
comipensatory time is earned for the actual hours
worked.

D. Callback Overtime. A minimum
of 2 hours of overtime will be paid if an employ-
ee is required to return to the place of employ-
ment for unscheduled overtime work or to work
unscheduled overtime on a nonscheduled work-
day. If the callback oceurs on a holiday during
the employee’s regular schedule, a minimum of
2 hours holiday premium pay will be paid.
When an FLSA nonexempt employee performs
unscheduled overtime work on a day when
woik was niof scheduied for ihe employee, or for
which the employee is required to retumn to the
place of employiment, the employee is paid for 2
hours of work or the actual number of hours
warked, whichever is greater. In all cases, the
actual time worked will be recorded.

E. Compensatory Time
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1. Compensatory time worked
must be approved in advance in writing and
administered in accordance with paragraph
(20208, Compensatory time may not be earned
when payment of the extra hours at overtime
rates would be improper, as in the case of em-
ployees whose pay for any period is limited to
the maximum rate payable for a GS-15 (26
Comp. Gen. 750 (1947)) (reference (p)). Compen-
satory time which may bz eamed by an employ-
ee in any one pay period is limited to the num-
ber of hours for which there would otherwise be
an entitlement to overtime compensation before
rcaching the limitation nn total pay period
carnings (37 Comp. Gen 362) (reference (p)). The
granting of compensatory time off in licu of
overtime pay under 5 U.S.C. 5542 (reference (b))
is not to be administered in opposition to the
overtime pay requirements of the FLSA (refer-
ence (n)). For instructions on compensatory time
off for nonexempt employces, see FPM Letter
551-6 (reference (q)) and FPM Letter 551-24
(reference (q)).

2. GSemployees are eligible for
compensatory time off from their scheduled tour
of duty instead of payment for an equal amount
ot time spent in irregular or occasional overtime
work.  Those employees whose basic rate of
compensation exceeds the maximum applicable
rate for grade GS-10 may be required by their
employing activity to take compensatory time off
instead of overtime pay. Nonexempt employees
may not be required to take compensatory time
oft instead of being paid overtime pay unless
they request it. See FPM Letter 551-24 (reference
().

3. Compensatory time worked
cannont be credited to an employee whose basic
rate ol pay equals or exceeds the maximum rate
tor grade GS-15. Compensatory time worked in
a pav period may be credited to an empioyee
whnose basic rate is less than the maximum rate
ot GS-15 only to the extent that the monetary
value of the compensatory time worked does not
cause the total rate of pay for that pay period to
exced the maximum applicable rate for GS-135.

4.  Exempt GS employees may
choose to eam compensatory time in place of
payvient for an equal amount of time spent in

occasional or irregular overtime work. They
may hot earn compensatory time for regularly
scheduled overtime. Compensatory time cannot
be earned for holiday work.

5. Compensatory time off must
be granted to an exempt employee within a
reasonable time after the overtime is worked.
The limit for the use of compensatory time off is
the end of the 26th pay period after that in
which the overtime was worked. The unused
compensatory time worked will then be paid at
the overtime rate at which it was earned.

6. Upon request of a nonexempt
¢ nployee, an employing activity may grant
compensatory time off from a scheduled tour of
duty instead of payment under FLSA for an
equal amount of time spent in irregualar or
occasional overtime work, i.e., overtime work not
scheduled in advance of the employee’s work-
week.  However, if an employee fails to use
compensatory time before the expiration of the
established time period, the emplayee shall be
paid for the overtime work at the FLSA overtime
rate in effect at the time it was worked. Com-
persatory time off may not be granted to a FWS
employee except as discussed in subparagraph
030302.E9. See FPM Letter 551-24 (reference

(qQ)-

7. Upon requ 2st, the employing
activity may also grant compensatory time off to
a nonexempt employee on a flexible work sched-
ule under 5 U.S.C, 6122 (reference (b)) instead of
payment under FLSA for an equal amount of
time spent in od. ~¢ work, without regard to
whether the overtime work was irregular or
occasional in nature.

8. GS employees on flexible or
compressed schedules may earn compensatory
time off.

Y. FWS employees on flexible
schedules may carn compensatary time off (FI'M
Supplement 532-1, Subchapter S8-4) (reterence
(1)),

10. When a GS employee takes
compensatory time off during his or her sched-
uled tour of duty which includes night pay, the
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employee is still entitled to night pay for that
time if the employee’s scheduled tour of duty is
between 6 p.m. and 6 a.m. and the employec’s
Icave total is less than 8 hours in a pay period.

11. Compensatory time off may
be granted before annual leave is approved
except when annual leave would otherwise be
forfeited.

12.  When an employee separates,
dies, or transfers to another employing activity,
the losing activity shall pay for any unused
compensatory time balances. The balance shall
be paid at the overtime rate in effect when the
compensatory time was carned.

F.  Time Off for Religious Reasons.
Employees may carn compensatory time off for
religious observances, under provisions of 5
U.S.C. 5550a (reference (b)). Time off for reli-
gious reasons will be recorded in a special leave
account and may be worked either before or
after the period of time off. Advance time off
for religious reasons should be repaid within a
reasonable time. Any time-off halance will not
transfer. When an employee separates, dies, or
transfers to another employing activity, any
unused time-off balance will be paid, by the
losing activity, at the basic hourly rate in effect
when the time was worked. If the employee has
an unliquidated advance time-off balance at the
time of separation, death or transfer, an indebt-
edness is created.  See paragraph 080309. for
liquidation of this indebtedness. Compensatory
overtime worked in this manner is exempt from
maximum pay limitations and all other provi-
sions of overtime and premium pay contained in
5 US.C, Chapter 55, Subchapter V (reference
(b)), 5 C.F.R. 550.1001-1002 (reference (1)), and 29
U.S.C. 207 (reference (n)).

030303. Night and Shift Differential

A, GS Employees. Under 5 US.C.
5545(a) (reference (), night differential, at a rate
of 10 percent of the hourly basic rate, is payable

to emiployees for work between 6 pm, and 6

am, if the regular tour of duty includes work
during such hours, Accordingly, the hourly basic
rate is multiplied by 10 percent, with the result
adjusted to the nearest cont, counting one-half

cent and over as a whole cent.  The hours
worked must be part of the regular tour. An
employee is cntitled to a night differential for a
period of paid leave only when the total amount
of that leave in a pay period, including both
night and day hours, is less than & hours.
Exceptions to this rule arc employees on court
leave, military leave including leave for law
cnforcement and encampment purposes, Loliday
leave, administrative leave, and time off awards.
Employees in an official travel status and on
£"OP are entitled to night differential. They get
night differential no matter how long they are on
leave (5 C.F.R. 550.121-122) (reference (1)) and
(FPM Supplement 990-2, Book 550) (reference
(k)). Night differential is payable for overtime
work between the hours of 6 p.m. and 6 a.m. if
the overtime is regularly scheduled in advance
of the administrative workweek.

B.  FWS Employees. Under 5 US.C.
5343(f) (reference (b)), FWS employees will
receive shift differential at the rate of 7.5 percent
of their hourly rate for nonovertime work when
a majority of scheduled hours occur between 3
p.m. and midnight; or 10 percent of their hourly
rate for nonovertime work when the majority of
scheduled hours oceur between 11 pom. and 8
a.m. (see F'M Supplement 532-1, paragraph S&-
4c) (reference (r)). An employee may be paid
shift differential only when $ or more hours of
the regularly scheduled 8-hour shift (including
meal periods) occur during the hours specified.
See 53 Comp. Gen. 814 (1974) (reference (p)).
Shift differential is also payable when an em-
ployee is:

1. Excused from duty on a
holiday.

2. In an official travel status
during the hours of the regular shift,

3. On paid leave such as court
leave, military leave, holiday leave, COL, and
administrative leave,

4. Temporarily assigned to a
different tour of duty.

C. National Guard _ Technicians
Army and Air National Guard technicians are
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not entitied to payment of night differential
during periods of overtime work (50 Comp. Gen.
847 (1971)) (reference (p)). National Guard
technicians are not entitled to premjum pay for
overtime, They earn compensatory time.

D. Part-time Employees. Part-time
GS employees are cligible for night differential
for work performed between 6 p.m. and 6 a.m.
as part of their regularly scheduled administra-
tive workweek.

E. Intermittent Employees. Intermit-
tent GS employees who have no regularly sched-
uled tour of duty are not cligible for night
differential.  Those employees are eligible for
night differential during temporary assignment
to a regular tour of duty with mght work.

030304. Sunday Premium Pay. Under 5 US.C.
5544, 5546(a), and 5550 (for FWS employees)
{reference (b)), additional pay at a rate of 25
percent of the hourly basic rate is payable to full-
time ernployees whose regularly scheduled basic
workweek (which does not include overtime
hours) includes Sunday. The additional pay is
payable for the entire period of nonovertime
service for each daily tour of duty that includes
Sunday. The maximum number of hours of
Sunday premium pay that an employee can be
paid for one Sunday is 16 hours. (This would be
for two 8-hour tours. one starting on Saturday
night and ending on Sunday morning; and the
next tour starting Sunday night and ending on
Monday moming.) To calculate, the hourly basic
rate is multiplied by 25 percent with the result
adjusted to the nearest cent, counting one-half
cent and over as a whole cent (FI'M Supplement
990-2, Book 550) (reference (k)) and FPM Supple-
ment 532-1, paragraph S8-4¢) (reference (r)).

A. Flexible Work Schedyle. A full-
time employee on a flexible work schedule who
performs regularly scheduled nonovertime work
during a period of duty, a part of which is
performed on Sunday, is entitied to Sunday pay
for the entire period of duty, not to exceed 8
hours. A part-time employee is not entitled to
Sunday pay.

B. Compressed Work Schedule. A

full-time employce on a compressed work sched-

ule who performs nonovertime work during a
period of duty, a part of which is performed on
Sunday, is entitled to Sunday pay for his or her
entire period of duty on that day. A part-time
emiployee is not entitled to Sunday pay.

030305. Holiday Premium Pay. In accordance
with 5 U.S.C. 5546 (refercnce (b)), an employee
who performs work on a holiday designated by
Federal statute is entitled to pay at the rate of
basic pay plus premium pay at a rate equal to
the rate of the basic pay, for that holiday work
which is not in excess of the scheduled tour of
duty or overtime work as defined by 5 U.S.C.
5542 (reference (b)). An employee required to
perform any work on a designated holiday is
entitled to pay for at least two hours of holiday
work. An employee who performs overtime
work as defined by 5 U.S.C, 5542(a) (refercnce
(b)) on a Sunday or a designated holiday is
entitled to pay for that overtime work in accor-
dance with 5 US.C. 5542 (reference (b)). Premi-
um pay under 5 U.S.C. 5546 (reference (b)) is in
addition to premium pay which may be due for
the same work under 5 U.S.C. 5545(a) and (b)
{reference (b)), which provides premium pay for
night work.

A. Flexible Work Schedule.  For an
employee working a flexible work schedule,
holiday pay for nonovertime work is limited to
B hours in a day. A part-tiime employee, sched-
uled to work on a day designaled as an "in licu
of* holiday for full-time employees, is not enti-
tled to a premium for work performed on that
day.

B. Compressed Work Schedule. For
an employee working @ compressed work sched-
ule, holiday pay for nonovertime work is limited
to the number of hours nermally scheduled for
that day. A part-time employee, scheduled to
work on a day designated as an "in licu of”
holiday for full-time employees, is fot entitied
o premium for work performed on that day.

C. GS Employees.  GS employees
receive their basic pay, including any night
differential, for holidays on which they are not
required to work.  Employees are entitled to
additional holiday premium pay tor work per-
formed on a holiday not to exceed 8 hours,
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during the hours of their regularly scheduled
tour of duty.

D. FWS Employees. FWS employees
who have a regular tour of duty and are not
required to work due to a hol*day are entitled to
the same rate of pay for that day as if they had
worked. When work is performed on a holiday,
FWS employees are entitled to their basic rate
plus premium pay at a rate equal to their basic
pay for holiday work which is not more than 8
hours or is not overtime work.

E. Calilback. Unscheduled overtime
work performed by an employee on a day when
work was not scheduled, or for which the em-
ployee is required to return to the place of
employment, is dcemed at lcast 2 hours in
duration (5 U.S.C. 5542) (reference (b)). If the
caliback oceurs on a holiday during the employ-
ec’s regular schedule, a minimum of 2 hours
holiday premium pay will be paid. However,
the actual time worked shall be recorded for
time and attendance purposes. 1f the employee
works more than 2 hours, the actual number of
hours worked will be paid.

030306, Regularly Scheduled  Standby _Duty
Pay. Employees in a position requiring them to
remain at, or within the confines of, the station
during longer than ordinary periods of duty, a
substantial part of which consists of remaining in
a standby status rather than performing work,
can receive premium pay on an annual basis
instcad of premium pay provided by other
provisions, except for irregular, unscheduled
overtime duty in excess of the regularly sched-
uled weekly tour. Premium pay under 5 C.ER.
550.141-550.144 (reference (1)) is determined as an
appropriate  percentage, not in excess of 25
percent, of such part of the rate of basic pay for
the position as does not exceed the minimum
applicable rate of basic pay for G5-10 (including
any applicable locality based comparability
payment under 5 U.S.C. 5304 (reterence (b)) or
similar provision of law, and any applicable
special rate of pay under 5 U.S.C. 5304 (reference
(b)) or similar provisions of law).

A.  Firefighter Positions. Firefighters
are generally scheduled for duty six 12-hour
days for an average of 72 hours a week or three

alternate 24-hour shifts during each administra-
tive workweek. When firefighters are scheduled
only during daylight hours, a 60-hour weck
consisting of five 12-hour days may be cstab--
lished. The rate of standby premium pay is
determined by the civilian personnel office and
forwarded to the civilian payroll officc via SF 50
data. It is subject to retirement and life insur-
ancc deductions. Further guidance regarding
firefighters and law enforcement personnel may
be found in FPM Letters 551-5, 551-14, 551-20,
and 551-24 (reference (q)).

B. Other Fire Protection Personnel.
Fire chiefs, assistant fire chicfs, fire prevention
inspectors, and similar firc protection personnel
have basic weekly tours of duty of 40 hours
unicss duties require substantial amounts of
standby time. The rate of standby premium pay
is determined by the civilian personrel office
and forwarded to the civiiian payroll office via
SF 50 data. It is subject to retirement and life
insurance deductions.

030307. Administratively Uncontrollable Over-
time (AUQ) - Annual Premium Pay for Over-

time. Premium pay may be paid on an annual
basis (except premium pay for regular overtime
work, and work at night, on Sundays, and on
holidays), when an employee is in a position in
which the hours of duty cannot be controlied
administratively. The position requires substan-
tial amounts of irregular, unscheduled overtime
duty, with the employee generally being respon-
sible for recognizing, without supervision, cir-
cumslances which require the employee to
remain on duty. Annual premium pay under 5
U.S.C. 5545(c)(2), as amended (reference (b)),
provides that premium pay for AUO is an
appropriate percentage, not less than 10 percent
nor more than 25 percent, of the employee’s rate
of basic pay which includes any interim geo-
graphic adjustment, special rafc of pay for law
enforcement officers, or special pay adjustment
for law enforcement officers under Section 302,
403, or 404 of FEPCA (reference (¢)), a locality-
based comparability payment under 5 US.C.
5304 (rceference (b)), and any applicable special
rate of pay under 5 U.S.C. 5305 (reference (b)) or
similar provision of law (5 C.I'.R. 550.151) (refer-
ence (). The rate is determined by the civilian
personnel office and forwarded to the civilian
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payroll office via the SF 50 data. AUO for law
enforcement personnel, which includes the office
of special investigations agents, is subject to
retitement and life insurance deductions (5
U.5.C. 8331(3)(D) and 8704(c)(2)) (reference (b)).
AUO for Open Mess/Club Managers is not
subject to retirement or life insurance deductions
(5 U.S.C. 8331(3)(C) and (D), and 8704(c)(1) and
(2)) (reference (b)). .

030308. Hazardous Duty and Environmenta}

Differentials

A. Hazardous Duty Pay (HDP)

1. Under & US.C. 5545(d) and
5548(d) (reference (b)), and 5 C.F.R. 550.901-907
(refcrence (1)), this entitlement, determined by
the civilian personnel office, involves additional
pay to GS employees for the performance of
havardous duty or duty involving physical
hardship. Hazardous duty means a duty per-
formed under conditions in which an accident
could result in serious injury or death. Duty
involving physical hardship mcans duty that
may not in itself be hazardous, bul causes vx-
treme physical discomfort or distress and is not
adequately alleviated by protective or mechanical
devices, such as duty involving exposure to
extreme temperatures for a long period of time,
arduous physical exertion, or exposure 1o fumes,
dust, or noise that causes nausea, skin, cye, ear,
or nose irritation.

2. The amount of HDP is deter-
mined by multiplying the percentage rate autho-
rized for the exposure, found in Appendix A, 5
C.F.R. Part 550, Subpart 1 (reference (1)), by the
employee’s hourly rate of pay. That amount is
then mwltiplied by the number of HDP hours to
be paid.

3. HDP is not included as part
of the employee’s basic vaie of pay for computa-
ton of overtime , holiday pay, Sunday premiuny,
or the amount of redirement and life insurance
deductions.

4. HDP is paid for all hours in
a pay status the day on which the exposure
oceurs

5. Payment of HDP is not
subject to the limit placed on other premium

pay.

6. HDP may not be more than
25 percent of the employee’s rate of basic pay.

7. TP pay plan employees arce
not authorized HDI".

B. Environmental Differential Pay

(EDDP)

1.  Under5 C.F.R.532.511 (refer-
ence (1)), EDP is included as part of an FWS
employee’s basic rate of pay for computation of
overtime, holiday pay, Sunday premium, and the
amount of retirement and life insurance deduc-
tions. It is not part of basic pay for purposca of
lump-sum leave payments and severance pay.
The civilian personnel offices determine the local
situation for which EDI is payable and obtain
approval from OPM for additional categories not,
listed in Appendix ] to FPM Supplement 532-1
(reference (r)). TP pay plan employces are not
authorized EDP.

2. EDP is payable for actual
exposure or for all hours in a pay status. The
amount that is payable is determined by multi-
plying the percentage rate authorized for the
exposure by the basic hourly rate of a WG 10,
step 2. That amount is then multiplied by the
number of EDP hours to be paid.

a.  When  environmental
differential is payable for actual exposure, con-
sider cach exposure separately,  Hours posted
must not exceed the hours of active duty on the
day of exposure. If the exposure is less than 1
hour, a minimum of 1 hour must be paid. 1f the
exposure is longer than 1 hour, the aclual
amount of time exposed is payable in 15 minute

increments,

b.  When EDUis payable for
all hours in a pay status, it will be paid for all
regular and overtime hours the employee is in a
pay status that day.

0304 FOREIGN AND NONFEOREIGN DIFE-
FERENTIALS AND ALTOWANCES
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030401. Under 5 U.5.C, 5941 (reference (b)) and
5 C.F.R. Part 591 (reference (1)), allowances and
differentials payable to employees officially
stationed in nonforeign areas and the 50 states
are established by OPM. Under 5 U.S.C. 5921
(reference (b)) and Executive Order No. 10,903
{reference (s)), allowances and differentials pay-
able to employees officially stationed in foreign
arcas are cstablished by the Secretary of State
and published in the Department of State Stan-
dardized Regulations (DSSR) (reference (t)).
DoD 1400.25-M, CPM Chapter 592 (reference (u))
sets forth the specific rules regarding foreign
allowances and differentials for DoD civilian
employees. Civilian personnel offices will notify
the civilian payroll office via SF 50 data when an
employee is eligible for a nonforeign differential
or allowance. The civilian payroll office will pay
foreign differentials and allowances upon receipt
of the original, completed, and signed SF 1190,

030402.  Allowances and Differontials in Foreign
Arcas

A. Quarters Allowances.  Quarters
allowances are intended to reimburse an employ-
ec for substantially all costs for cither temporary
or residence quarters whenever Governinent-
owned or Guvernment-rented quariers are not
provided to the employee without charge, See b
U.5.C. 5923(a)(1) and (2) (reference (b)) and Do
1400.25-M, CPM Chapter 592, Subchapter 2
(reference (u)).

1.  Living Quarters Allowance
{LQA). LQA is intended to reimburse the em-
ployee for substantially all of his/her costs for
either temporary or residence quariers whenever
Government-owned  or  Government-rented
guarters are pot provided, Included is rent plus
any costs not included in the vent for heat, light,
fuel, gas, clectricity and water.  Employees
receiving LQA may not recejve the temporary
quarters subsistence allowance (TQSA) for the
same period of time. The daily rate is derived
by dividing the annual amount by the number ot
days in a calendar year. It is paid for all appli-
cable days in a pay period. See DSSR, Chapter
K (reference (), 5 U.S.C. 5923(a)(1) and (2)
(reference (b)), and DoD 1400.25-M, CI'M Chap-
ter 592, Subchapter 2 (reference (u)).

2. Temporary Quarters Subsis-

tence Allpwance. TQSA is an allowance granted
to an employee for the reasonable cost of tempo-
rary quarters, meals and laundry expenses
incurred by the employec and/or family mem-
bers for a period not to exceed 90 days after first
arrival at a new post in a foreign area or a
period ending with the occupation of residence
(permanent) quarters, if earlier; or for a period
not to exceed 30 days immediately preceding
final departure from the post subsequent to the
necessary vacating of residence quarters, A
possible extension of up to 60 additional days
may be granted in compelling circumstances.
TQSA is authorized during periods when travel
per diem is being paid. No post allowance is
authorized while an employee is zeceiving
TQSA. Receipts are required for lodging and
laundry expenses, and the employee must sup-
ply a certified statement indicating a per meal
per day «ost. TQSA is based on the maximum
per diem rate for the foreign location found in
Section 925 of the DSSR (reference (). Also see
DSSR, Chapter 100, Section 120 (reference (t)), 5
U.S.C. 5923(a)(1) and (2) (reference (b)) and DuD
1400.25-M, CPM Chapter 592, Subchapter 2
{reference (u)).

B.  Costof Living Allowance (COLA).
COLA is intended to reimburse an employee for
certain excess costs, exclusive of any quarters
costs, which result from being officially stationed
in a foreign arca. See DSSR, Chapter 200 (refer-
ence (t)) and 5 U.S.C. 5924 (reference (b)),

1. Post_Aliowance.  The Post
Allowance is a cost-of-living allowance granted
to an employee officially stationed where the
cest-of-living, exclusively of quariers: cost, is
substantially higher than in Washington D.C. it
is intended to reimburse an employed for certain
excess costs resulting from being stationed in a
foreign arca, Post allowance, which s ar annual
rate, is a percentage amount based on salary,
size of family 4iid location of the post. The daily
rate is derived by dividing the annual amount
by the number of days in a calendar year, 1t is
paid for all applicable days in a pay period. No
post allowance is authorized at the same iime an
employee is receiving TQSA.  (DSSKR, Chapter
200, Section 220) (reference (1)) and  (DoD
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1400.25-M, CPM Chapter 592, Subchapter 3)
(reference (u)).

2. Foreign Transfer Allowance.
The foreign transfer allowance is an allowance
for extraordinary, recessary, and reasopable
expenses, not otherwise compensated for, in-
curred by an employee incident to establishing
that employee at any post of assignment in a
foreign area. This allowance is intended to
reimburse an employee for allowable expenses
incurred in the United States, its territories,
possessions, the Commonwealth of Puerto Rico
and the Commonwealth of the Northern Mariana
Islands, prior to departure for such post. The
foreign transfer allowance i« composed of a
lump sum miscellanccus expense to assist with
certain extraordinary costs, a lump sum ward-
robe expense and w predeparture subsistence
expense. The lump sum payment may not ex-
ceed 1 week’s salary for an employee without a
family and 2 wecks for an employee with a
family. In any case, the ceiling for reimburse-
ment Lhall be the salary for a G5-13, step 10.
Only the miscellancous expense portion and the
subsistence portion are authorized for payment
within the DoD. Sce DSSR, Chapter 200, Section
240 (reference (1)) and Dol) 1400.25-M, CPM 592,
Subchapter 5 (reference (u)).

3. Home Service Transfer Allow-
ance. The home service transfer allowance is an
allowance for extraordinary, necessary, and
reasonable expenses, not utherwise corpensated
for, incurred by an employee in connection with
a transfer to a post of assigaument in the United
States. The allowance is composed of a miscella-
neous expense portion, a wardrobe expense
portion, a subsistence expense portion, and a
lease penalty expense portion. This allowarnce is
not authorized for payment within the Dol See
DSSR, Chagier 200, Section 25() (reference (1))
and DoD 1400.25-M. CI'M 592, Subchapter |
(reference (u)).

4. Separate Maintenance Allow-
ance. Separate maintenance allowance is a cost-
of-living, allowance to assist an employee in
meeting  additional expenses of maintaining
quarters other than on the assigned post. The
employee must be compelled 1o obtain, or autho-
rized, such quarters for one or more of the

following reasons: dangerous, notably unhealthy,
or excessively adverse living conditions;, for the
convenience of the government; or because of
special family needs. The rate is determined by
the number of dependenis maintained elsewhere
and is computed and paid as an annual rate.
The daily rate is derived by dividing the annual
amount by the number of days in a calendar
year. It is paid for all applicable days in a pay
period. See DSSR. Chapteir 200, Section 260
(reference (t)) and DoD 1400.25-M, CPM Chapter
592, Subchapter 6 (reference (u)).

5. Education Allowance, The
Education allowance assists the employee with
the extraordinary and necessary expenses, not
otherwise compensated for, incurred because of
service in a foreign area in providing adequale
clementary and secondary education for his or
her dependents. The allowance is not authorized
for payment within the DoD. However, reim-
bursement is authorized for transportation costs
of dormitory student aependents of eligible
employees between the employee’s overseas
duty station and the DoD» approved school. See
DSSR Chapter 200, Scction 270 (reference (1)),
DoD 1400.25-M, CPM Chapler 592, Subchaptor 8
(reference (u)), ond & U.S.C, 5924 (reference (b)),

6. Education Travel. Education-
al travel is reimbursement {or travel to and from
a school in the United States for purposes of
attending, a full-time course for secondary ot
college cducation, Reimbursement will be
limited to ovie annual round Irip. Anannual trip
is defined as one round trip of any time within
any one 12 month period. Any portion of the
round trip not laken in the 12 month period does
not accrue fo a subseguent pericd. See DSSR
Chapter 200, Section 2640 (reference (D), Dol)
140U.25-M, CPM  Chapter 392, Subchapter 8
(reference (1)), and 5 U.S.CL 5924 (reference (b)).

C. Representation Allowance, Repro-
seiitation dalowanwes are intended  to cover
allowabie items of expenditure by employees,
including forcign nationel emplovees, whose
afficial positions entall responsibility {or estab-
lishirg and maintaining relationships of value to
the United States in foreign countries and by
adult family members acting with, or on behalf
of, these employees, BExamples of allowable items
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arc those of an entertainment or protocol nature,
tips and gratuities, purchase of flowers, wreaths,
etc,, and other representational expenses which
the head of an agency may authorize or approve
as being a type to promote the interest of the
United States. The employee’s position must
first be designated by the Secretary of Defense as
eligible for the allowance. A voucher of expens-
es incurred will be the basis of payment. See
DSSR, Chapter 300 (reference (1)) and DoD
1400.25-M, CPM Chapter 592, Subchapter 9
(reference (u)).

D. Official Residence Allowance. The
defraying of official residence expenses is intend -
ed to make possible the operation and mainte-
nance of official residences in which a principal
representative can properly represent the United
States abroad. Such representation includes
extending official (as distinct from personal)
hospitality to foreign dignitaries and important
visitors, receiving official deputations and callers,
and holding requisite and appropriate ceremo-
nies smoothly and with dignity. This representa-
tion also includes keeping the residence appro-
priately staffed and operating. The Secrelary of
State must designate eligible employees.  See
DSSR, Chapter 400 (reference (t)), 5 U.S.C. 5913
(reference (b)), and DoD 1400.25-M, CPM Chap-
ter 592, Subchapter 10 (reference (u)).

E.  Post DRifferential. Post differential
is established for a location with extraordinarily
difficuli living conditions, excessive physical
hardship, or notably unhealthful conditions
affecting the majority of employees officially
stationed or detailed at that place. Living costs
are not considered in differential determination.
Pust Differential is  additional compensation
based on an established percentage over basic
compensation ranging from 10 to 25 percent,
Post differential is not included in the computa-
tion of lump-sum leave payments upon separa-
tion from Federal service.  See DSSR, Chapter
500 (reference (1)), 5 US.C. 5925 (reference (b))
and Dol 1400.25-M, C’M Chapter 592, Subchap-
ter 11 (reference (u)).

F.  DangerPay Allowance OI’A). An
employee serving in a foreign arca may be
granted DPA on the basis of civil insurrection,
civil war, terrorism or wartime conditions which

59

threaten physical harm or imminent danger to
the health or well-being of the employece. DPA
may not exceed 25 percent of the basic pay of
the employee, except that if an employce is
granted additional differential pay with respect
to an assignment, the sum of the additional
differential and any DPA may not exceed 25
percent of the basic pay of the employee, DPA is
paid to full-time employees, temporary employ-
ces assigned for 24 consecutive hours or longer,
and part-time and intermittent employees. For
part-time regularly scheduled employees and
intermittent employees, thc DPA shall be com-
puted at the prescribed percentage of basic
compensation carned during the applicable
period. The DPA is not subject to any ceiling
that would provide less than the full percentage
rate authorized for the post. DPA is included as
pait of the FWS employee’s basic rate of pay for
computation of overtime, holiday, Sunday premi-
um pay, retirement, and life insurance. DPA is
subject to Federal income tax, Social Secu-
rity/Medicare, State and city, and local tax
deductions. Danger pay is not included as part -
of the lump-sum leave payment, See 5 U.S.C.
5928 (reference (b)), DSSR Chapler 650 (reference
(1)) and DoD> 1400.25-M, CPM Chapter 592,
Subchapter 13 {reference (u)).

G.  Tropical Differential, Entitlement
to tropical differential is fimited to a maximum
of 25 percent of basic pay when authorized for
U.S. employees in Panama.

H. Cuba_Benefit Allowance.  The
Cuba benefit allowance applies to DoD non U.S.
citizens, NAF and appropriated fund employees
in the Guantanamo Bay, Cuba, arca. The benefit
allowance includes cash allowances (laundry,
clothing, meals and transportation). The total
pay rate will include the base rate plus the
benefit allowance. Premium pay is to be calcu-
lated on the base rate only.

030403. Entitlement When Both an Allowance
and a Differential Have Been Established, Extra

pay from an allowance or « differential, or both,
may not exceed 25 percent of the employee’s rate
of hasic pay. An employee eligible for an allow-
ance is entitled to the full allowance set for a
nonforeign area; therefore, the allowance should
be paid first. It the allowance is less than 25
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percent of the employee’s basic pay, that part of
the differential that will bring such cmployee’s
total extra pay to 25 percent of the .asic rate
shall be paid.

130404, Allowances_and Differentials in Non-
foreign Arcas

A. Categorics

1. Nonforeipn Cost-of-Living
Allowance, Nonforeign cost-of-living allowance
is payable under 5 U.S.C. 5941 (reference (b)), at
a location in a nonforeign area where living costs
are substantially Figher than those in the Wash-
ington, DC area. Nonforeign areas are the states
of Alaska and Hawaii, the Commonwealths of
Northern Mariana Island and Puerto Rico, terri-
tories and possessions of the United States that
the Sccretary of State designates as being within
the scope of Part I1 of Executive Order 10,000, as
amended (reference (s)).

2. Nonforeign Post Differential.
Nonforeign post differential is payable under 5
US.C. 5941 (reference (b)), at a location in a
nonforeign area if conditions of environment
differ substantially from conditions of environ-
ment in the contiguous United States and war-
raat its payment as a recruitment incentive,

B.  Basic Requirement in Nonforeign

Arcas

1. When an allowance or a
differential (or both) is cet,  cach executive
department, independent  establishment, and
wholly-owned Governmient corporation must
pay it (or both). They must pay it to all their
civilian employees in the area whose basic pay is
fixed by statute and who are eligible; however,
ceitiin exceptions do exist,

2. The pay of employees under
the FWS is based on the wages paid in the
locality;  therefore, these emplovees are not
covered under this section.

. Processing Allowanecs and Differ-

cniiats

0l

1. Notice of Eligibility. The
civilian payroll office will accept SF 50 data as
notice of an employee’s cligibility for allowances
or differentials. It will be a source document for
payroll purposes. The civilian personnel office
must report promptly to the civilian payroll
office any changes in assignment and cmploy-
ment status that affect an employec’s eligibility
(including changes in rates).

2. Entitlement When Both an
Allowance and a Differential Have Been Estab-
lished. Extra pay from an allowance or a differ-
ential, or both, may not exceed 25 percent of the
employee’s rate of basic pay. An employee
eligible for an allowance is entitled to the full
allowance set for a nonforeign area; therefore,
the allowance should b paid first. If the allow-
ance is less than 25 poccent of the employee’s
basic pay, that part of the differential that will
bring such employee’s total extra pay to 25
percent of the basic rate shall be paid.

D. Payment of Allowances and

I.  Payment. An aillowence or
differential shall not be paid for time for which
an employee does not receive basic pay except as
stated in subparagraph 070202.B

2. Duration of Payment. Pay-
ment of allowances and differentials shall start as
of the date of arrival at the post of duty on
regular assignments or on the date of entrance
on duty, when an employee is recruited locally.
Payment shall be stopped on the date of separa-
tion or as of the date of departure or transfer to
a new post of regular assignment,

3. Effect on Other Salary Pay-
ments.  Allowances or differentials shall not be
included in the base used to compute overtime
pay, night differential, holiday pay, or any other
extra pay, aliowance or pay differential, or
retirement or FEGLI deductions.

4,  Effect on Gross Pay. Allow-
ances shall pot be included in gross income for
Federal income tax purposes, and State tax
deductions cxcept for the state of Hawaii.
Include the differentials in gross income  for
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Sacial Security /Medicare, Federal, State, and city
income tax deductions, Sece Table 4-1.

0305 OTHER DIFFERENTIALS AND AL-

LOWANCES

030501. Physicians’ Comparability Allowance

A. Part 595 of 5 C.ER, (reference (1))
and 5 U.S.C. 5948(¢) (reference (b)) authorize the
payment of allowances to certain cligible Federal
physicians who enter into service agreements
with their agencies. These allowances are paid
only i the case of categories of physicians for
which the agency is experiencing recruitment
and retention problems, and are fixed at the
minimum amounts necessary to deal with such
problems. Unless otherwise provided in the
agreement or if the head of the agency by which
the physician is employed determines that the
failure was necessitated by circumstances beyond
the control of the physician, if the physician fails
to complete at least 1 year of service, (cither
voluntarily or because of misconduct) a refund
of the total amount received is required

B. The amount received shall not
exceed:

1. 514,000 per annum if, at the
time the agreement is entered into, the Govern-
ment physician had served as a Government
physician for 24 months or less, or

2. $20,000 per annum if the
Government physician has served as a Govern-

ment physician for more than 24 months,

C.  An ajlowance may not be paid
pursuant to this section to any physician who:

1. Is employed less than 20
hours per week or on an intermittent basis,

2. Occupies an internship or
residency training position,

3. Isarcemployed annuitant, or

4. Is fulfilling a scholarship
obligation to the U.S, Government,

61

D. Any allowance paid under this
section shall not be considered as basic pay for
the purposes of 5 U.5.C. 5551, 5552 and 5595,
Chapters 81, 83, or 87 (reference (b)), or other
benefits related to basic pay. See also 5 U.S.C,
5948(h)(1) (reference (b)).

E. Any allowance under this section
for a Government physician shall be paid in the
same manner and at the same time as the physi-
cian’s basic pay is paid. This allowance is
subject to Federal, State, and local income tax,
Social Security and Medicare. This allowance is
not subject to retirement or TSP,

030502. Supervisory Differential

A. Section 5755 of 5 U.S.C, (reference
(b)) authorizes payment of a supervisory differ-
ential to an employee under the General Sched-
ule who has supervisory responsibility for one or
more civilian employees not under the General
Schedule, The differential is allowed if one or
more of the subordinate civilian employees
would, in the absence of such a differential, be
paid more than the supervisory employee. A
supervisory differential shall be caleulated as a
percentage of the supervisor's rate of basic pay.
A dollar amount equal to the value of the autho-
rized percentage will be provided by the civilian
personnel office via SF 50 data. This differential
is subject to Federal, State, and local income tax,
Social Security and Medicare. This differential is
not subject to retirement or TSP,

B. The supervisory differential shall
be paid in the same manner and at the same
time as basic pay, but shali not be considered to
be part of basic pay for any purpose.

030503. Staffing Differential. Staffing differen-
tial is the annual total dollar amount (equal to 5
percent of basic pay) paid over and above basic
pay iv make it casier to hiic and retain employ-
ces in selected GS grades and/or occupational
groups, when authorized by OPM (P.L. 101-509,
Section 529) (Section 209 of the FEPCA) (refer-
ence (e)) and (5 U.S.C. 5305 note) (reference (b)).
Effective on the first day of the first applicable
pay period beginning on or after January 1, 1991,
the President may establish staffing differentials
cqual to 5 percent of basic pay.
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A. Eligibility. The staffing differential
may be paid to each employee whose position is
in grade GS8-5 or 7; ar a 2-grade-interval occupa-
tional series, as determined by OPM.

B.  Astafting differential shall be paid
in the same manner and at the same time as the
employee’s basic pay is paid, but may not be
considered to be part of basic pay for any pur-
pose. The differential may be reduced or elimi-
nated by OPM in its sole discretion as the
amendments made by the FEPCA (reference (e))
take effect. However, no such reduction or
climination shall have the effect of reducing the
total amount of pay (determined by adding basic
pay and staffing differential) which any employ-
ee is receiving.

030504, Retention Allowance

A. A retention allowance of up to 25
percent of basic pay may be offered to certain
current employees in order to retain their servic-
¢s. A refention allowance may be paid to any
current employee who holds a position in the
General Schedule, the Law Enforcement Pay
System, the SES, the Senjor Level, and the Execu-
tive Level or equivalent pay grades.

B.  TPayment of retention allowances
are authorized by § US.C. 5754 (reference (b))
and 5 C.F.R. 575 (reference (1), Only the Secre-
tary or Deputy Secretary of Defense may ap-
prove retention  allowances  for  individuals
appointed to Schedule C positions, as defined in
5 U.S.C. 2103 (reference (b)); non-career puositions
in the SES (including limited term and limited
vmesgency appointments), as defined in 5 US.C.
3394 (reference (b)) and positions paid pursuant
to 5 U.5.C. 5312-5317 {reference (b)).

C. A retention allowance shall be
paid in the same manner, und at the same time,
as basic pay although it shall not be considuered
a part of basic pay. The retention allowance may
be paid for as long as the conditions warranting
the atlowance continue to exist. This allowance
is subject to Federal, State, and local income tax,
Social Security and Medicare. This allowance is
not subject to retirement or TSP,

030505. Remote Site Allowance. The remote
site allowance is paid to an employee who is
assigned to duty, except temporary duty, at a
site. 50 remote from the nearest established
communities or suitable places of residence as to
require an appreciable degree of expense, hard-
ship, and inconvenience. Such hardships and
inconveniences must extend beyond that normal-
ly encountered in metropolitan commuting, on
the part of the employee in commuting to and
from his/her residence and such work site.
When so assigned, the employee is entitled, in
addition to pay otherwise due him, to an allow-
ance not to exceed $10 per day (5§ U.S.C. 5942,
reference (b)),

0306 RECRUITMENT AND RELOCATION

PONUSES

030601,  Section 208(a) of the FEPCA (reference
(¢)), 5 US.C. 5753 (reference (b)), and 5 C.E.R.
575 (reference (1)) authorize payment of a recruit-
ment and relocation bonuses. A recruitment or
relocation bonus of up to 25 percent of basic pay
may be offered to recruit certain newly appoint-
ed employees or retain certain current employees
who must relocate to accept a position in a
different commuting arca.  The approval of
recruitment and relocation bonuases is treated in
the same manner as the retention allowance in
paragraph 030504,

030602, Eligibility Criteria.  Candidates for
hard-to-fill positions and / or occupations thatare
critical to the organization’s mission are cligible
for recruitment or relocation bonuses, TP pay
plan employees are not eligible to receive recruit-
ment and relocatien bonuses. TP pay plan
employces are not eligible o receive recruitment
and relocation bonuses.

030603,  Service Agreement. OPM regulations
(5 C.F.R. 575.106 and 206} (reference (1Y) require
thai, before o recruitment or velocation bonus
may be paid, the employee offered such bonus
shall sign a written agreement to serve a speci-
fied number of months with the Department.
The minimum period of such service shall be 12
months.

(130604, Documentation and  Record keeping,

Each recruitinent or relocation bonus shall be
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documented by the civilian personnel office via
SF 50 data.

0300605, Payment and Reduction or Termination

of Recruitment and Relocation Bonuses.  The
recruitment or relocation bonus shall be paid as
a Jlump sum and shall be considered a supple-
mental wage. Federal income faxes shail be
withheld at a {lat 28 percent of the bonus. Social
Gecurity and Medicare shall be withheld as
applicable. State and local taxes shall be with-
held inaccordance with tax formulas in effect for
supplemental wages.

A, The bonus may be included with
regular salary payments if it is separately identi-
fied on the LES. If the bonus cannot be sepa-
rately sdentified on the LES, a separate paymoent
shull be made, and a sepavaie LES issucd.

B, The bonus shall not be considered
part of basic pay for any purpose; i.e., withhold-
ings shall not be made for retirement coverage
(CSRS/FERS) or life insurance,

C. The bonus shall be included in
determining the aggregate limitation on pay as
defined by 5 US.C. 5307 (reference (b)), Any
partion of the bonus which shall cause aggregate
pay to exceed Level 1of the Executive Schedule
shall not be paid. This portion shall be paid in
a lump sum at the beginning of the following
calendar year,

D, The bonus shall be recovered if the
employee fails to complete the period of emiploy-
ment established by the service agreement. The
amount to be repaid shall he determined by
providing credit for cach full month of employ-
ment completed by the employee under the
service agreement. The amount owed by the
employee shall then be recovered in accordance
with provisions established by debt collection
repulations, If a recruitment or relocation bonus
must be recovered, the civilian personnel office
shall notify the civilian payrol! office via SF 50
data.

(107 LUMI-SUM LEAVE IPAYMENTS
030701, Reguiations. The regulations governing

lump-sum payment {or anpual leave are con-

tained in 5 U.S.C. 5551, as amended (reference

(b).

030702. Lump-Sum Payabic. Lump-sum pay-
ment for accumulated and cureent accrued
annual lcave is as follows:

A.  Separated Employees. Anempioy-
ce who is separated is paid in a lump-sum for all
unused annual leave through the fast full pay
pueriod before separation.  Towever, if the em-
ployce is separated or nas a break in service
(from une agency to another), and is reemployed
in a position under a leave system before a
lump-~sum payment check can be issued by the
separating activity, payment is made for the days
the employee was not in the Federal service (less
withholding tax) and the remainder of the
annual leave is transferred to the gaining agency.

B.  Certain Other Employees. An em-
ployee s entitled to a lump-sum payment for
accumulated and acerued annual leave when the
emplovec:

1. Troswfers 1o a position not
under a leave system to which annual feave may
be transferred;

2. Moves o a position as an
inturmitternd employee (or whom there is no
established regular tour of duty or (o a position
as a temperary employee engaged in construc-
tion work at hourly mies;

3. Enters the Armed Forees or
transfers to a public international organization,
provided the emplovee does not elect {o retain
the annual leave to his or her credit. However,
leave restored under 5 D.S.C.6304{d) (refervence
(b)) must be liquidated by lump-sum payment
even though clection i@ made to retain the ac-
cumulated and current acerued annual leave,

C. Payment to Beneficlary. Accumu-
lated and accrued annual feave to the credit of
an employee at the time of death shall be paid in
a lumip sum 1o a designated beneficiavy, If the
employee has not designated a beneficiary, a
lump sum shali be paid in the established order
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of precedence under 5 U.5.C. 5581-5582 (refer-
ence (b)).

030703. Lump-Sum Not Payable, A lJump-sum
payment may not be made to an employee for
accumulated annual leave:

A.  When transferring to a position to
which annual leave is transferable;

B.  When a student trainec is placed
in an intermittent status between full-time tours
of duty.

030704. Computation of Lump-Sum Payment

A.  Gencral Rule, The lump-sum pay-
ment for annual leave, including restored and
rcinstated leave, is based on the rate of pay the
employee is receiving at the time of separation.
Payment is also based upon the employee’s
rights under all applicable laws and regulations
exisling at the time which would have affected
the pay had a separation from service not oe-
curred during the projected lump-sum leave
period. Thus, for example, an employee whose
retained pay is scheduled to terminate during
the projectd leave period should have the
lump-sum leave payment computed on the basis
of the pay being received at the time of separa-
tion for the period covered by the retained rate,
with the remaindet computed at the scheduled
reduced rate. Also, an employee is entitled to an
adjustment in the lump-sum leave payment
whenever a statutory change in pay becomes
effective on a date which occurs during the
projected leave period. The lump-suin payment
for an FWS employec is similarly adjusted if the
separation occurs after the issue date of a wage
schedule or after a wage survey was ordered,
but before the effective date of the wage increase
as follows:

1. Whenan FWS employee is on
the rolis on the date an order granting an in-
crease is issued, but separates before the effective
date of the wage increase and if his or her
accrued annual leave extends beyond the effec-
tive date of the wage increase, the employee is
entitled to have his or her lump-sum annual
leave  payment, authorized under 5 US.C
5551(a) (reference (b)), paid at the higher vate for

i)

the leave that extends beyond the effective date
of the increase (59 Comp. Gen. 494 (1980)) (refer-

ence (p)).

2. When an FWS employee
separates after a wage survey is ordered, but
before the date the order granting the wage
increase is issued and if his or her accrued
annual leave extends beyond the effective date of
the increase, the employee is entitled to have the
lump-sum annual leave payment paid at the
higher rate for the leave that extends beyond the
effective date of the increase. FHowever, the
order granting the new wage rate must be issued
before the effective date set by 5 US.C
5344(b)(1) and (2) (reference (b)). Refer to 59
Comp. Gen. 494 (1980) (reference (p)).

B. Projecting the Leave. Nonwork-
days {(except holidays) are not counted against
the lcave when projecting the period over which
the leave would otherwise be charged.  The
period covered by a lump-sum lcave payment is
not counted as civilian | 'vderal service.

C. Additional Pay. There is no provi-
sion to pay any premium pay for the period
covered by a lump-sum payment and, therefore,
employces are only entitled to their basic pay.
However, employees who receive annual premi-
um pay for standby duty under 5 U.S.C.
5545(c)(1) (reference (b)) and employees who
meet the definitton of a law enforcement officer
receiving annual premium pay for administra-
tively uncontrollable overtime under 5 U.S.7Z.
5545(c)(2) (reference (b)) will also receive annual
premium pay as part of their basic pay. Conse-
quently, only those premium pays would be
included in a lump-sum payment. Excluded
from the lump-sum payment are any post differ-
entials under 5 U.S.C. 5925 (reference (b)) and
danger pay allowances under 5 U.S.C. 5928
(reference (b)),

D. Reemployed Annuitants. The
lump-sum payment for reemployed annuitants
upon separation from the service is based on the
full pay rate without any reduction by the
amount of the annuity.

E.  Temporary Promotions.  If the
civilian personnel office has not terminated a
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temporary promotion prior to or as of the em-
ployee’s separation date, lump-sum leave will be
paid at the rate of the temporary promction
through the not-to-exceed date. After that time,
the rate will revert to the employec’s permanent
rate of pay.

F.  Payment. Lump-sumleave will be
paid after the end of the pay period in which the
separation transaction is received. Thus, lump-
sum leave may or may not be included with any
regular pay earned, depending on when the
separation transaction is received. Payments will
be identified separately, allowing the lump-sum
leave to be taxed at a flat 28 percent £ ‘ederal
withholding, except when the empli = :'s ex-
emptions claimed on the W-4 exceed the regular
pay. In the latter situation, the lump-sum leave
and the regular pay for the pay period will be
combined, and the taxes will be computed as if
the total were a single payment,

030705. Refunds. When a lump-sum payment
has been made, and the employee reenters the
Federal service in a position subject to a formal
leave system, he is required to refund the unex-
pired portion of the period covered by the
lump-sum leave payment.  This refund is re-
quired because all such unexpired leave is
subject to recredit even though transfer to a dif-
ferent feave system is involved. Recredit of
leave will be determined subject to the following
paragraphs. See FPM Supplement 990-2, Book
550, Subchapter 2 (reference (k).

A. Regular Annual Leave

1. If reempleyment is in the
same leave year, any part of the cefund which is
for a period of leave in excess of the employee’s
formerly cstablished leave ceiling for the year
shall become subject to the regular procedures
regarding forfeiture or possible restoration at the
end of the leave year  Excess leave may be paid
in another lump-sum payment if another separa-
tion occurs before the end of the leave year
(FPM Supplement 990-2, Book 550, paragraph 2-
4a(1)(b) (reference (k)).

2. U recemploymentis ina subsce-
quent leave year, and any part of the refund is
for a period represented by more than the leave

ceiling (e.g., 240 hours), a refund will be re-
quired of all the unexpired partion. However,
only a maximuin of the leave ceiling hours may
be recredited to the regular leave account. Any
hours in excess of the leave ceiling are consid-
ered forfeited, unless it can ciearly be established
that the excess would have become restored ina
separate account if the separatiori had not oc-
curred.

B. Restored Annual Leave. If any
part of the refund is for a period of restored
leave, the restored leave shall again be estab-
lished in a separate account. The limiting date
for its use shall be the same date as that original-
ly established during the former employment. If
the originally established limiting date for the
use of the restored leave would have occurred
before the date of reemployment, a refund will
be required for all of the unexpired portion.
However, none of that restored leave may be
recredited.

C. Procedures. Obtain a refund in
the gross amount cqual to the gross compensa-
tion reccived for the unexpired portion of the
leave period. Make coliections either by cash or
payroll deduction.

1. Processing Actions.:

a.  Audit the transferred SF
1150).

b.  Credit the refund to the
appropriation currently charged for the employ-
ee’s salary.

¢.  I'rocess the cash collec-
tion or payroll deduction,

d. Credit the employee’s
leave account when the total amount has been
coliccted.

e.  Process as a cash collec-
tion any check for the unexpired portion of lump
sum leave payable to the Treasurer of the United
States reccived from another DoD installation.
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2. After collection of the full
amount of the refund, prepare a statement for
the employee including:

a. References to 5 US.C,
5551 (refercnce (b)) as the basis for the refund.

b. Date the refund was
fully paid.

¢.  Total amount collected.

d. Statement that the earn-
ings shown on Form W-2, "Wage and Tax State-
ment," for the calendar year in which the refund
was made were not decreased by the refund
amount. If refund is spread over 2 payroll years,
make a separate statement for each year,

3. Distribute the statement as
follows:

a.  Give the signed original
and one copy to the employee,

b, Attacn a signed copy to
Form W-2 or tapes sent to the SSA.

c.  Send a copy to any State
or local taxing uuthority as appropriate.

0308 SEVERANCE PAY

030801. Qualifications. An cmiployee who
qualifies under 5 U.S.C, 5595 (reference (b)) is

entitled to severance pay in regular pay period
intervals and amounts equal to that paid before
separation. An employec separated withir a pay
period rather than at the end of a pay period
receives an initial payment of severance pay for
the remainder of that pay period. Severance pay
for employees with variable work :chedules or
rates of pay is computed on the basis of the
average rate of basic pay for the last position
held during the 26 biweekiy pay periods imme-
diately preceding <eparation (5 C.F.R. 550.707)
(reference (1)). Collection of an indebtedness
from an employee’s severance pay is permissible
under 31 U.5.C. 3716 (reference (d)). Additional-
ly. under 5 C.F.R, 581,103 (reference (1)), sever-
ance pay is subject to court-ordered garnish-
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ments for alimony, child support, and commer-
cial debts.

030802. Tavments

A. Severance payments will be made
by the civilian payroll nffice. 1f the civilian
payroll office is deactivated, the civilian payroil
office assuming responsibility for servicing the
closed civilian payroll effice continues payinent
for the peviod of eligibility. The deactivaiod
payroll office will discontinue the payments and
send the new civilian payroll office enough pay
data to establish the severance payments,

B. Scverance payments are made
based on SF 50 data provided. Appropriate
withholding will be made for Federal, State and
local income taxes. In the case of employees
covered by FICA et the fime of separation, Social
Security and Medicare deductions wiil be taken.
If a former employee dies before the expiration
of the entitlement period, severance payments
will be continued on a biweekly hasis to the
beneficiary of the deceased or held in account
until identification of the beneficiury by the
civilian personnel ogfice. These payments are
subject to collection for any ouisianding debts
owed the Government,
ordered garnishments are canceled upon the
death of an employee. Payments to beneficiarjes
are not subject to rederal jax withholding re-
quircments.

However, wny courl-

030803,  Withholding Tax Kepoeris

A. When a separated employee has
been paid the total severance pay o whicn
entitled, or at the end of the calendar year,
whichever 1s earlier, a Form W.2 wili be issued.

B.  Beverance pay paid t beneficiaries
of deceased employees will be reported on Form
1059-MISC.

030804. Discontinued Entilement, When the
civilian payroll office that is making severance
paymenis to a former employee receives official
notification trom a civilian personnel office or
other appropriate source that the individual has
been reemployed in the Federal service, sever-
ance paymenis will be discontinued. Discontinu-
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ation of such payments shall be cffective on the
date of reemployment. The total of amounts
paid will be reported to the gaining activity or
agency. This information will be used in deter-
mining future entitlement to severance pay since
total sceverance pay during an employee’s life-
time cannot exceed 1 year’s pay at the rate re-
ceived immediately before separation (5 U.S.C,
5595(c)) (reference (b}).

0309 ADVANCE OF PAY

030901. Policy

A. Section 107 of the FEPCA (refer-
ence (e)) enacted a new law (5 US.C. 5524a)
(reference (b)) to allow agencies to make advanc-
es of pay to new hires. However, the DoD has
not authorized the use of these advances.

B. Advances of pay for DoD civilian
employces proceeding to or arriving at a pos! of
assignment in a foreign arca are authorized,
when applicable. An advance of pay is a pre-
payment made available to an employee in a pay
status. A teacher in a nonpay status because of
the summer recess shall be eligible for an ad-
vance of pay. A single, lump-sum pay advance
of up to 3 months’ net pay may be authorized to
an employee with cach permanent change of
station (PCS) to a foreign arca. Net pay is base
pay less deductions, allotments, and collections
authorized at the time of the advance. The
advance shall be computed as if the net pay
were received cach payday, not to exceed 6
paydays. Advances are intended to finance
unusual employee expenses associated with
overseas assignments that often are not other-
wise reimbursed and to aid foreign assignment
recruitment and retention.  Such expenses may
include transportation, storage of household
goods, shipping costs, depo its on living quarters
overscas, and purchase of household items. See
5 U.S.C. 5927 (reference (b)) and DoD 1400.25-M,
CPM Chapter 592, Subchapter 15 (reference (u)).

C. For purposes of this section, a
DoD civilian employee is defined as a full-time
DoD employce who is a U.S. citizen paid from
appropriated, revolving, or trust funds. New
hires who are in a pay status and traveling to a
foreign area on travel orders are also included.
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With respect to teachers, employment during a
normally scheduled shift shall be considered
full-time.

D. A foreign area is defined as an
area located outside the United States, exclusive
of the Commonwealth of Puerto Rico, territories
of the United States, and other areas designated
by the Secretary of State under E.O. 10903 (refer-
ence (s)).
030902. Eligibility
A. The civilian personnel office
responsible for the employee shall verify the
eligibility for an advance by confirming the
travel orders and the appropriate pay grade and
step at the foreign post. If confirmation of the
foreign pay grade or step is not obtained, the
current net base pay at the time of the advance
shall be used.

B. An employee may request an
advance of pay 3 weeks before the estimated
departure date for assignment to a foreign duty
post or up to 2 months after arrival.

030903. Counscling. Eachemployce eligible for
an advance shall be counseled by the civilian
personnel office concerning authorized purposes
of the advance, repayment requirements, expens-
es that can be anticipated at the foreign assign-
ment, and application procedures.

030904. Application. The employee shall re-
quest an advance on DD Form 2274, "Request
and Voucher for Advance of Civilian Pay." The
form serves as the request, authorization, and
voucher document,

030905. Collection of Advance

A. Repayment shall be made by
payroll deduction over a maximum of 26 pay
periods. Deductions shall begin the first pay
period after receipt of the advance or following
arrival at the foreign post, whichever is later. A
copy of DD Form 2274 must be sent to the
gaining civilian payroll office for collection when
payment is made by the losing disbursing office.
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B. Partial or lump-sum repayments,
in addition to payroll deductions, shall be ac-
cepted.

C.  When an employee separates or
transfers, the outstanding balance shail be due in
full. Advances of pay are recoverable fro.n the
employee or the employee’s estate by deduction
from accrued pay, amount of retirement credit,
other amounts due the employee from the Gov-
errment, or by other methods as provided in
DoD Directive 7045.13 (reference (v)).

D. The Directors of the DFAS Centers
may waive, in certain cases, the Covernment’s
right of recovery of an erroncous pay advance in
accordance with the requirements in DoD Diree-
tive 7045.13 (reference (v)) and 5 US.C. 5584
(reference (b)).

030906. Other Reguirements or Conditions

A,  An employcee is authorized only |

one outstanding advance at a time, regardless of
the frequency of PCS. If an employee becomes
eligible for a second advance, the first shall be
liquidated before paymeni is made for the
second advarice request,

B. More than one member of a
household may be cligible for an advance.

C.  Allotments and assignments of ad-
vances shall not be authorized.

D.  Advances shall be paid to employ-
ces of another Federal agency on a reimbursable
basis provided there js an agreement between
the other agency and DFAS to make similar
paymenis to DoD employees.

E. Submission of statements and
documenis from the employee establishing the
need for, and the use of, an advance may be
requiied.

F. Management controls shall be
develsped to ensure only authorized eniployees
obtain an advance and complete accountability
procedures exist for the disbursement and collec-
tion of pay advances. Accounting records shall
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include current, accurate, and complete records
of obligations, receivables, and collections.

G. On an exception basis. an addi-
tional payment on an advance shall be autho-
rized when circumstances warrant and the
employee has not received the full amount of the
maximum possible advance consistent with the
emplovee’s pay grade. Examples of circumstanc-
es wairanting a second payment, but not an
all-inclusive list, arc a substantiai understatement
of the maximumni advance authorized; inadequate
or inappropriate counscling on the purpose of
the advance; and unforesecable events leading to
a significant increase in the cash outlay require-
ments of an employee at the foreign assignment
location,

0310 SPECIAL PAYMENTS

031001. Special salary payments will be made
in accordance with paragraph 080102.

0311 AWARDS

031101. General. Chapter 45 of 5 U.S.C. (rcfer-
ence (b)) is the legal vasis for the Govern-
ment-wide incentive awards program. OPM
prescribes  regulations and instructions under
which the awards programs shall be carried out.

031102. Incentive Awards. The head of each
department or agency may authorize the pay-
ment of cash awards and incur necessary expens-
es for the honorary recognition of civilian em-
ployees. Recognition should be granted for their
suggestions, inventions, superior accomplish-
ments, or other personal efforts which contribute
to the cfficicncy, economy, or other improve-
ments of Government operations in connection
with or related to their official employment,

A. Regular Awards. These awards
are designed to recognize and reward cfforts that
substantially exceed normal standards or expec-
tations and result in improved Government
productivity or services.

B.  On-the-Spot Awards. These are
"Special Act or Service" awards (5 C.F.R, Part
451) (reference (1)) designed to recognize quickly
one-time and short-term efforts by employees

&)
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that result in service of an exceptionally high
quality or quantity. Normally, these awards do
not exceed $250.

C. Time Off as an Incentive Award.
Authorized by 5 U.5.C. 4502(e) (refcrence (b)), a
time-off award may be granted in lieu of cash (5
C.FER. 451.301-451.307) {reference (1)).

1. Time off granted as an incen-
tive award must be used within 1 year from the
effective date. Sick leave may be granted to an
employee who becomes incapacitated for duty
during a period of time off. Supervisors and
employees are responsible for scheduling the use
of this leave within 1 year. The incentive leave
is forfeited if not used within the 1 year time
frame. There is no provision for restoring time-
off awards,

2.  The maximum amount of
time off which can be granted to a full-time
employec for a single achievement is 40 hours.
The maximum amount of time off which can be
granted to a full-time employee within 1 lcave
year is 80 hours. Part-time employees and
employees with uncommon tours of duty may
be granted one-half the average nuinber of hours
in the employee’s biweekly tour of duty for a
single achievement. The maximum amount of
time off which can be granted to part-time
employees and employees with uncommon tours
of duty during any 1 leave year is the average
number of hours of work in the employee’s
biweekly scheduled tour of duty.

3. Unused time off should be
transferred when an employce transfers from
one aciivity to another, but remains within the
same agency, e.g., Army to Army. If an employ-
ee changes his or her agency, any unused time
off shall be forfeited.

D. Productivity Gainsharinz _ Pro-

grams. These programs use incentive and
employee involvement systems to improve
productivity and to achieve more efficient,
effective use of resources. Gains resuiting from
these improvements are shared with the employ-
ecs.

E. Foreign Language Awards. These
awards are paid to qualifying iaw enforcement
officers who are proficient in, and use, a foreign
language(s) in the performance of their dutics.

031103. Payroll and Payment Procedures

A. The civilian payroll office accepts
the SF 50 or automated systems equivalent from
the civilian personnel office as authorization for
payment of cash awards or granting of time-off
awards. Normally, cash awards will be included
in the employee’s biweekly pay; however, sepa-
ratc checks will be drawn for awards if specifi-
cally requested by management,

B.  Time-off awards shall be posted to
the employce’s record and reduced when the
time off is taken and or forfeited. Usage report-
ed prior to the receipt of notification of the
award shall be reflected as a negative balance in
the civilian payroll system. Failure of the civil-
ian personnel office to provide notification of the
granting of the award within 2 pay periods of
the usage shall be assumed to be a time and
attendance error. The usage shall then be con-
verted as shown in Table 5-2.

C. Cash award payments are subject
to the withholding provisions of the Federal
income tax law, the withholding provisions of
State income tax laws, and the provisions of
FICA. The payroll system will automatically
deduct 28 percent Federal tax on special earnings
of this nature. The applicable State/local tax
deductions and Social Security /Medicare deduc-
tions will be computed based on tax information
in the employee’s current master record. No
State/local taxes are withheld for employees
assigned to overscas duty locations unless re-
quested by the emplc ce.

D. Payment to Separate Employees

1. When possible, the employee
can be reestablished on the payroll using the last
known information on the einploye’s master
account record for applicable deductions and
mailing address.

2. If the employee cannot be
reestablished, paymeni can be made by SF 1034,

.
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"Public Voucher for Purchases and Services
Other Than Personal."

E. Cash award payments must be
included on an employee’s LES as well as the
Form W-2.

0312 CONTINUATION OF PAY (COP) FOR

FEDERAL EMPLOYEES

031201.  The Federal Employees’ Compensation
Act (FECA), codified in pertinent partin 5 U.S.C.
Chapter 81 (reference (b)), provides compensa-
tion and authorized medical care for all civilian
employees of the United States for disability due
to personal injury sustained while in the perfor-
mance of duty. Regulations governing injury
compensation are conlained in 20 C.ER. Part 10
(reference (w)).

A. Civilian employcees are entitled to
medica} care and compensation for absences due
to traumatic on-the-job injuries and discase
sustained while in the performance of duty,
Traumatic injury is not the same as disability
from occupational discase. Eligible employees
are entitled to up to 45 calendar days of COP for
traumatic injury.

B. The FECA is administered by the
OWCP, US. Department of Labor, through
district offices. Each civilian personnel office
maintains the district address that services its
region,

031202. Continuation of Pay - Traumatic Injury.

A. Entitlement to  Continuation__of
Pay. An employee who sustains a disabling job-
related traumatic injury is entitled to the contin-
uation of regular pay for a period not to exceed
45 calendar days for cach occurrence. The pay is
s'1bject to income tax, retirement, Uocial Security
and/or Medicare, and all other normai deduc-
tions. The pav for a separated employee who is
cntitled to COP will be subject to income taxes,
Social Security and /or Medicare, if appropriate.
No other deductions will be taken, The injured
employec’s pay must continue unless the claim
is controverted by the emploving activity.
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i.  Regular Pay. Regular pay is
defined as {ollows:

a. For a full-time or part-
time employee who works the same number of
hours per week, the weekly pay rate shall be -
equal to the number of hours regularly worked
each week times the hourly pay rate on the date
of injury including premium pay, night or shift
differential, Sunday and holiday pay, and other
cxtra pay, exclusive of overtime.

b. Fora part-time employee
who does not work the same number of hours
per week, the weekly pay rate will be the aver-
age weekly earnings for the 1 year period before
the date of injury, exclusive of overtime.

c¢. For an intermittent or
part-time employee, either permanent or tempo-
rary, who does not work cach wecek of the year
(or the period of appointment), the weekly pay
rate equals the average of the employee’s weekly
carnings during the 1 yecar period before the
injury. It is computed on the basis of the total
carnings divided by the number of weeks
worked (partial weeks worked are counted as
whoic weeks). The annual earnings used for this
computation must not, huwever, be less than 150
times the average daily wage earned within 1
year before the date of injury (the daily wage is
the hourly rate times eight).

2. Standby premium, night or
shift differential, Sunday or holiday pay, or other
extra pay should be included in regular pay in
all instances. Overtime pay, however, must not
be made part of COP' except in the case of
firefighters. If a salary increase (pay raise, step
increase, promotion, etc.) occurs during the 45-
day period, the new salary rate as of the effec-
tive date of the increase will be used for comput-
ing the remaining COP.

B. Contr yersion.  Sometimes an
agency objects to | sing a claim for COP, either
for one of the reasons provided by regulation or
for some other reason. This action is controver-
sion. The employing activity may controvert a
claim by completing the indicated portion of
Form CA-1, "Federal Employee Notice of Trau-
matic Injury and Claim for Continuation of
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Pay/Compensation," and submitting detailed
information in support of the controversion to
the OWCP.

C. Termination of COP. When pay is
continued after the employee stops work because
of a disabling injury, it must not be interrupted
until the earlicst of one of the following occurs:

1. Theemployee has not provid-
ed prima facic medical evidence of injury-related
disability within 10 days after the employee
claims COP or the disabiiity begins or recurs.

2. ‘The activity receives medical
information frecm the attending physician to the
effect that the employec is no long~r disabled,

3. The activity receives notifica-
tion from the CWCP that pay should be termi-
nated.

4. A rotal of 45 calendar days
has elapsed.

5. The employing agency re-
ceives cvidence that the employee is partially
disabled and the employee refuses suitable work.

6.  The employee’s scheduled
term of employment expires and the date of
termination has been established prior to the
date of injury.

D. COP_ Period. The 45 days are
calendar days. If the employee has stopped
work because of the disabling effects of the
injury, the period starts at the beginning of the
first full d-y or {irst full shift on which the
disability begins. The activity will keep the
employee in a pay status for any fraction of a
day or shiit un which the disability begins with
no charge to the 45-day period. If the employee
stops work for only a portion of a day or shift
{other than the day or shift when disability
begins), that dav or shift will be considered as 1
calendar day. If an employee is not immediately
disabled as a result of the injury, the 45 days
will begin on the first {ull day or the first full
shift when disability begins, The initial use of
COP must begin within Y0 days of the date of
injury or the employee is only entitled to com-

pensation from OWCP. The employee’s sched-
uled nonwork days are included in determining
the 45 days if medical evidence supports that the
employee is disabled; however, there will be no
COP paid for those nonwork days.

E. Light-duty Status, When a deter-
mination can be ni.ade that an employee is
capable of performing light duty after an
on-the-job injury, COP is chargeable against the
45-day entitlement when a personnel action has
been taken to:

1. Assignordetail the employee
to an identified position for which a position
description exists which is classified at a lower
salary level than that earned by the employee
when injured;

2. Change the employee to a
lower grade, or to a lower rate of basic pay; or

3. Change the employee to a.
different schedule of work which results in loss -
of salary or premium pay authorized for the
employec’s normal administrative workweek.

An employee placed in light duty status who
refuses to work after suitable work is offered is
not entitled to COP.

F.  Recurrence of Disability. Should
an employee suffer a recurrence of the disability,
the regular pay can be continued, providing the
45 calendar days were not all "used” during the
initial period of disability. This is applicable,
however, only during a 90-day period beginning
from the date the employee first returned to
work following the initial disability. If a recur-
rence happens after the 90 days have expired,
the regular pay should not be continued al-
though some of the 45 days may remain "un-
used.” Insuch instance, the employee is entitled
only to compensation payable by OWCP.

G. Use of Leave Instead of COP

1. Anemployee may useannual
or sick leave to cover all or part of an absence
due to an injury. If an employee clects to use
leave, cirh full or partial day for which leave is
taken will be counted against the 45 days of
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entitlement. Therefore, when an employee uses
COP intermittently along with sick or annual
leave, entitlement is not extended beyond 45
days of combined absences.

2. Anelection of sick or annual
leave is not irrevocable. If an employee who has
elected lcave for the period wishes to elect COP,
the employing activity mi'st make such a change
ori a prospective basis from the date of the
employee’s request. When the employee wishes
to have leave restored retroactively, the employ-
ing activity must honor the request, provided the
emnloying activity receives prima facie medical
cvidence of injury-related disability for the
period. A coriected time and attendance report
is needed to authorize a changz from leave to
cor.

3. Leave Status of Employees
Eligible for COP

a.  These employees must be
placed in a leave status for time lost from work
due to injury in excess of the 45 days of COP.
They may take annual or sick leave, or LWOP, if
necessary, until CWCP approves their claims,
Empioyecs who are receiving OWCP compensa-
tion after the 45-day period must be in a LWOP
status,

b.  These employces must
buy back annual or sick leave taken under
subparagraph 031202.G.3.a. when they are
awarded compensation by OWCP except under
subparagraph 031202.G.3.-. They cannof reccive
dual compensaiion for pay and leave and OWCP
compensation for that time lost due to injury.
The leave will be reinstated when bought back.

c. Employees eligible for
COP who take annual or sick leave for time lost
due to injury instead of COP are not eligible for
OWCP compensation for that leave. Such em-
ployces may not buy back that leave and have it
rcinstated.

4.  Employees not cligible for
COP must be in a leave status during absence
due to injury. They may take annual or sick
leave or LWOP while awaiting GWCTP’s decisien
on their claims. They must te in an LWOP

status while receiving OWCP compensation.
These employees may buy back, and have rein-
stated, all annual and sick leave used for time
lost from work due to injury if OWCP approves
their claims for compensation.

031203. Buy Back of Leave

A. General. Whenan employee elects
to take sick or annual leave, or both, subsequent
to the completion of 45 days of COP or in the
case of occupational disease, and the claim for
compensation is subsequently approved by
OWCP, the employee may arrange with the
civilian payroll office to buy back the leave used
within 1 year of the date the claim was approved
and have it recredited to the leave account. The
civilian payroll office shall make arrangements
with OWCP to have compensation for the
"buy-back" period paid directly to that office.
After receipt, the civilian payroll office will
notify the employee of the amount to be repaid
and the method of repayment. An employee
who elects to use sick or annual leave, or both,
during the 45-day period of COP may not buy
back the leave by claiming compensation for
such period.

B, Computation. The gross amount
paid for leave used during a period retroactively
covered by compensation must be recovered;
however, certain deductions may be recovered
by payroll adjustment. The amount recovered
from the employee and/or OWCP will depend
on whether payment for the leave was made in
tlhic current year or in a prior year. Sce Figures
3-1 and 3-2 for examples.

C. Current_Year Recovery. The
amount to be collected for leave payments made
in the current calendar year will be the net pay
plus deductions {or bands, savings allotiments,
alimony and/or child support, rent, indebtedness
to ihe United States, and any other deductions
for which the employee received value, but
cannot be otherwise collected. Deductions that
will be reversed (if applicable and if the monies
are recovered) in the payroll system  are
CSRS/FERS, Social Security /Medicare, Federal
tax, hezith benefits, (if OWCP payment is for
mor. than 28 days), group life insurance (basic
and optional), State tax, city or local tax, union
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dues, charitable contributions, military service
credit deposits and civilian setvice credit depos-
its. Adjustments to carnings to date for other
than those items reversed in the payroll system
shall be made. Amounts coliected from the
employee and/or OWCP shall be taken up as a
cash refuind on a voucher for disbursement
and/or collection.

D. Prior Year Recovery. The amount
to be collected for leave payments made during
a prior year will be the gross amount less
CSRS/FERS, Social Security and/or Medicare,
and FEGLIL. The procedure in subparagraph
031203.C. will be followed for payroll reversals
and cash collection. The credit to CSRS/FERS
will be posted as a separate credit line item on
the fiscal side of the SF 2806/3100 indicating the
year for which the adjustment was made with an
explanation in the "Remarks” column. Adjust-
ments for Federal, state, and city/local income
taxes are not authorized. The Form W-2 pre-
pared for the emplayee upon separation or at the
end of the payroll year, as appropriate, will not
include any tax adjustments for a prior year. A
certified statement must be prepared to go with
the current year’s Form W-2. It will state that a
refund for prier year was made in the
amount of § , but that the gross wages
shown on the current year Form W-2 have not
been reduced by the amount of the refund.

E. Partial Payroll Deductions, If cir-
cumstances warrant, the amount due from the
employee, after recovery of the amount repaid
by OWCP, may be repaid by partial payroll
deductions. Adjustment of those deductions to
be reversed on the payroll will not be accom-
plished until the full amount has been repaid.

F. Recrediting of lLeave. The full-

amount of leave used during the "buy-back”
period will be recredited to the employee’s leave
account. However, leave bought back may not
be recredited until the total amount has been
repaid.

0313 BACKPAY
031301. General.  Section 5596 of 5 U.S.C.

(reference (b)) and implementing regulations in
5 C.F.R. 50, Subpart H (reference (1)) authorize

the payment of backpay and reasonable attorney
fees for the purpose of making an employee
financially whole (to the extent possible). Pay-
ment of backpay can be made when, on the basis
of a timely appeal or an administrative determi-
nation (including a decision relating to an unfair
labor practice or a gricvance), an appropriate
authority finds that the employee was affected
by an unjustified or unwarranted personnc!
action. Such action must have resulted in the
withdrawal, reduction, or denial of all or part of
the pay, allowances, and differentials, otherwise
due the employee. Civilian personnel offices
will determine entitlement to payment of back-
pay which will be indicated in the remarks
section of the SF 50,

031302. Correcting Unjustified or Unwarranted

Personnel Action

A. When an appropriate authority
corrects or directs the correction of an unjustified
or unwarranted personnel action, the employee
shall be deemed to have performed service in the
DoD during the period covered by the corrective
action and the civilian payroll office shall com-
pute, for the period covered by the corrective
action, the pay, allowances, and differentials of
the employee as if the improper personnel action
had not occurred. In no case, however, will the
employee be granted more pay, allowances, and
differentials under the backpay law than they
would have been entitled to if the improper
pessonnel action had not occurred.

B.  When an employee’s total interim
camings (including those from other Federal
ermployment) exceed the total amount of back-
pay, the excess amount may be retained by the
employee  (Comp. Gen. B-194777, October 30,
1979) (reference (p)).

C. When an employee has heen
separated, corrective action is comp oted on the
date the DoD has reasonably set, with written
notice to the employee, for return to duty. Until
that date, the erroncous action is in effect.
Failure by the employee to report for duty on
the date set by the DoD may result in the em-
ployee being charged annual leave, leave with-
out pay, or absence without leave for the period
from the date set for return f the employee to
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work unli! the date e employee actually re-
turns to work. However, an employee who
resigns instead of returning to duty is still enti-
ticd o backpay, since there 15 10 requincinent
thai the employee mus return to duty, In such
a case, the employee will receive backpay up to
the aaie that the employec is legiimateiy sepa-
rated, wluch may o be the date ihat the e
piovee is requested o veport for day,

31503 Backpay Compualaiicus

A. General In compating  the
amount of gruss backpay due an employee, ihe
civilian payroii oftice must include premium pay
and any changes wiich would afiect ihe amount
of pay, aliowaices, and Jifferentials which ihe
employee would have carned if the uyusiified
or uawarraited personnel action had not oc-
curred. The compuiation of tne net backpay to
which an cmployee is entiiled is a ihiee-sicy
process: inierim na ouiside cainings from e
ployment taken to ke the place of Government
employment must be deaucted Jrom the gross
backpay duw it vinployes; arrdnous payments
reciivea drom the Governmient ¢s o result of an
unjustified or wawarranied personne!l action
must be deducted Sfrom net backpay gue the
employee; and oiner authorized deductions,
Autherized deductions which include retirement
deductions computed on gross basic pay for the
pericd of separation, Fedeoral and State taxes
compuied o net backpay afier deductions for
interim net earnings, and health benefits premi-
ums, if any, may be aeae fom the cemaining
backpay due the employee.

B, Cumputation of Gross Backpay

[ Inder 5 CULR, 550.805(c)
(reference (ij), an ageny niay not pav backpayv
for any period during wiich e employee wds
not ready, willing, ana able to pevform iheit
duties because ©f an incapacitating illness.
However, the empioying agency must grant,
upon request of the employee, any sick or annu-
al leave o dwe employee’s credit to cover the
period of incapacity by reason of illness or
injury. In addison, an agendy may not pay
bacxpey foo anyv peried duriag which the em-
ployee was unavaliasic to perfonaance ot ther

duties for reasons not related ro, or caused by,
the unjustiticd or unwarranted personnc! action,

2. In computing an cmployee’s
pay, it is necessary to include any witiun-grade
increases (WGI) to which the employee became
cntiied duning the period covered by the cur-
recwed personael acuon.  When the grant or
denial of & WGI requires an azcepradie level of
competence determination, under 5 CER, Part
531, Subpart D {reterence (1)), the requirements
for such ¢ determination, including the cight of
reconsideration and appeal, must be followed
(even though the determination is made retroac-
tively) beiore the WGI may be included in the
computation of the amount of vackpay due the
employee. [t should be noted that the regula-
tions governing WGIs waive the requirement of
an acceptavle level of competence determination
when the employee had less than o0 days of
service during the final 52 calendar wecks of the
waiting period because of the unjustified and
unwarianwd  personned  acticn (8 CFR.
531.409(d)) (reference (1)),

5. In computing e backpay of
an employee who is restared to the rolls alter an
improper personnel action, any cvertime the
employee would have carned during the period
of the erroncous separation is to be included in
the backpay even though the overtime was not
actually scheduled. The method of computing
overtime incident to a backpay award due an
cmployvee inay be based an the average number
of overime hours worked by fellow ampioyees
occupving simiiae positions during the same
period. (41 Comp. Gen. 273 (1901)) (reference
()

4. An employee who shouid
Lave peea selected for overtime work because a
segalation or collective bargaining agreement
provided for assignment of overtime work in 4
prescribed manner is entitled to backpay for the
overtime not worked if the regulation or nondis-
cretionary provision of the agreement is violated,
The appropriate aathority must find that the
action taken was unjustified or unwarranted and
direct that corrective action e laken, ‘The over-
iivae will be compuied on the basis of the num-
ter of nours worked by the emipioyee seiccted o
perform ihe overtime work during the same
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period (54 Comp. Gen. 1071 (1975)) (reference
(p)-

5. Any allowances or differen-
tials which the employee would have received if
the improper personnel action had not occurred
are included in the amonnt due the employee.
This is true even though the employee did not
physically remain in the location giving rise to
entitlement to the allowance or diffzrential (40
Comp. Gen. 479 (1961), 52 id 860 (1973), and 59
id 261 (1980)) (reference (p)).

6. Indetermining the amount of
irregular or intermittent pay for physical hard-
ship or hazard duty to which a GS employee
would have been entitled, the civilian payroll
office may determine the number of days per
week the employee performed each type or
irregular or intermittent hardship or hazard duty
during the 52 weeks preceding the unjustified or
unwarranted separation for which they would
have been compensated.  The civilian payroll
officc may use an average of the amounts to
make the necessary computations,

7. Payment of envircnmental
differentials on an actual exposure basis or on
the hasis of hours in a pay status must be com-
puted in accordance with OPM's regulations and
instructions. The DoD determines entitlement to
such differentials on the basis of the 52 weeks
preceding the unjustified or unwarranted separa-
tion for which the FWS employee would have
been compensated.

8. When DoD is not able to
determine with certainty the number of hours
which the intermittent employee would have
worked during the period covered by the cor-
rected personnel action, the civilian payroll office
may estimate the amount of backpay. This
estimate is determined by taking an average of
the number of hours worked by other empioyees
of DoD under the same type of appointment and
performing the same kind of work to which the
vmployee in question would have been assigned
during this period. Or the civilian payroll office
may determine the average number of hours a
week the employee actually worked for a repre-
sentative period preceding the unjustified or
unwarranted personnel action (such as 26 or 52

weeks, whichever would represent a fairer
approximation of the employee’s earnings if he
or she had actually worked) and use these
average wecekly hours to make the necessary
computations.

C.  Computation of Net Backpay

1. Under 5 CF.R. 550.805(c)
veference (1)), the civilian payroll office must
deduct any amounts earned by an employee
from other employment during the period
covered by the corrective action. The amount of
entitiement is the difference between the amount
of compensation the employee would have
earned, including all premium pay, and the
amount actually camed in employment during
the period covered by tne carrected personnel
action. The amount carned in employment
obtained to take the place of Federal employ-
ment means net carnings, that is, gross carnings
less louses and certain expenses incusred in
connection with the interim employment or
business (34 Comp. Gen. 382 (1955)) (reference
(p))- However, losses sustained in a venture
unrelated to that separation are not allowable for
deductions (35 Comp. Gen. 268 (1955)) (reference

)3

2.  The only carnings from other
employment that may not be deducted from
backpay are carnings from outside employment
the employee already had before the unjustified
suspension ot separation. For example, if an
employee work: d 20 hours on an outside part-
tinie job prior to separation from Government
employment, and during the period of separa-
tion worked 40 hours, the amount representing,
the 20 hours additional time worked would be
offset against the backpay computation.  To
clearly establish whether the pay for outside
employment increased substantially during the
periad of separation, the Dol should obtain a
statement or affidavits from the employee cover-
ing his or her outside carnings.

D. Computation of Interest on Back-
pay Awards

1. The statute  provides for
payment of interest on all back pay awards
under 5 U.S.C. 5596 (reference (b)) that became
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final on or after December 22, 1987. In most
cases, the actual date of the award or decision is
not the date the decision becomes final, ie., no
longer subject to reconsideration or higher level
review or appeal. Interest begins to accrue on
the cffective date of the withdrawal of pay,
allowances, and differentials. As a result, most
computations will involve a series of effective
dates--one for each date (usually a pay date) on
which the employec failed to receive an amount
of pay, allowances, and differentials because of
the unjustified or unwarranted personnel action.
FPM Letter 550-78 (reference (q)) sets out specific
procedures for the calculation of back pay and 5
C.F.R. 550.806 (reference (1)) addresses the com-
putation of interest,

2. The DoD must issuc the
interest within 30 calendar days of the date on
which accrual of interest ends. If issuance of the
interest payment is delayed more than 30 calen-
dar days after the date on which accrual of
interest ends, interest must be recomputed based
on a new ending date meering the 30-day re-
quirement.

3. Theapplicable interest rate is
the "overpayment rate” adjusted quarterly by the
Secretary of the Treasury and publiched in an
IRS Bulletin issued before the beginning of cach
quarter,

4. Interestis computed in accor-
dance with the formula or computer software
provided to civilian payroll offices by OPM,
Taxes will not be withheld from interest pay-
ments on backpay awards. The civilian payroll
office will pruvide employees with a Form 1099-
MISC for all interest pavments. According to
FPM Letter 550-78 (reference (g)), OPM has re-
quested a formal opinion from IRS regarding the
tax status of interest on backpay.

E. Erroneous Payments. The follow-
ing deductions arc mandatory and necessary to
achieve the "make whole" purpose of the back-
pay statute:

1.  Retirement Annuity Pay-
ments. Any employee who, as a result of sepa-
ration that is subsequently determined by an
appropriate authority to have been erroneous,
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has been in receipt of retirement annuity pay-
ments (either special payments or reguiar annu-
ity payments) is indebted to the Government for
the gross amount of retirement annuity pay-
ments authorized for the period covered by the
corrective action, Because the gross amount of
annuity payments had already been reduced by
required health bencfits and life insurance pre-
miums, the civilian payroll office recovers an
amount of annuity from the backpay award
equal to the gross annuity less health benefits
and life insurance premiums, and transfers that
amount to the retirement system. CSRS and
FERS then recover the amounts paid from the
gross annuily for health benefits and life insur-
ance from the respective carriers for those pro-
grams, and the retired employee’s account is
satisfied. The civilian payroll office then must
collect from the backpay due the employee the
required amount for health benefits coverage
during the period following restoration and
transfer that amount, plus the agency’s share, to
OPM on the SF 2812.

a. As an example of the
above instruction, consider thot the retired
employee was entitled to a gross annuity of $500
per month less $50 per month for health benefits
coverage and $50 per month for unreduced basic
life insurance coverage after age 65, and optional
insurance. The net amount payable to the annu-
itant in this example was $400 per month, If the
period of erroneous annuiiy payment was for
only one month, the gross indebtedness was
$500. However, the net amount of indebtedness
to be withheld from the backpay award is $400
(the amount the annuitant actually received).

b. Erroneous separations
resulting in indebtedness to the retirement fund
may occur in a number of circumstances, includ-
ing: an erroncous separation resulting from
removal for misconduct or poor performance
that is subsequently overturned on appeal; a
reduciion-in-force action that is subsequently
overturned on appeal; separation for retirement
that is subsequently determined to have been
coerced; and crroncous separation for retirement
because of incorrect counseling about eligibility
for retirement. The civilian payroll office must
deduct the amount of the net erroneous retire-
ment payments from the backpay award and
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submit a check for the appropriate amount
(pavable to the U.S. Office of Personnel Manage-
ment) to the U.S. Office of Personnel Manage-
ment, Funds Control Branch, Rooun 1312, 1900 E
Street, N.W., Washington, D.C. 20415,

2. Refund of Retirement Contri-
butions The retirement law (5 U.S.C. 8342(a))
{reference (b)) authorized refund f an employ-
ee’s retirement contributions only upon absolute
separation from the service or transfer to a
position not subject to the law. An employee
must be separated or transferred for at least 31
consecutive days to be eligible for this refund.
Therefore, a refund of retirement contributions
paid to an employee based on a separation
which is subsequently found erroneous and
canceled by restoring the employee to duty
retroactively so that there was no break in
service removes the legal basis for the refund. A
refund which was paid in error represents a debt
due the retirement fund which must be deducted
from any backpay entitiement. If the restored
employee is entitled to backpay, the civilian
payroli office should contact the OPM to deter-
mine the amount of refund, if any, to be offset
against the backpay entitlement. A check for the
appropriate amount should be submitted to
OPM, at the address shown in subparagraph
031303.E.1.b.

3. Severance Pay. The severance
pay paid to an erroneously separated employce
at the time of his or her removal must be de-
ducted from the backpay award upon restoration
to duty.

4. Lump-sum Payment for
Annual Leave. The lump-sum payment that an
erroneous]y separated employee received upon
his or her removal must be refunded by the
employee upon cancellation of the separation
action. This is because the lump-sum payment
for annual leave is authorized under 5 U.S.C,
5551(a) (reference (b)) only upon separation from
the service. Therefore, when a separaticn is
canceled and the employee is restored to duty as
of the date of separation, the lump-sum payment
is considered erroneous. Any lump-sum re-
ceived by the employee must be offset against
the employee’s backpay award, and the leave
must be recredited to the employee’s loave

account. There is no authority to permit an
employee to elect to retain payment or receive
credit for the leave. The procedures for collect-
ing leave payments are in subparagraphs
031203.C. and 031203.D.

5. The order of precedence for
deducting erroncous payments from backpay
awards when the net amount of backpay is
insufficient to cover all the deductions is as
follows: retirement annuity payments or refunds
of retirement contributions, severance pay, and
lump-sum payment for accrued annual leave.

a. Employees may request
that OPM waive recovery of erroneous payments
of uny amount from the Civil Service Retirement
and Disability Fund. Requests for waiver should
be submitted to U.5, Office of Personnel Man-
agement, Office of Retirement Programs, Recon-
sideration and Debt Collection Division, Room
3457, 1900 E Street, N.W. Washington, D.C.
20415, (Employees also may submit requests to
this address to repay debts owed to the Civil
Service Retirement and Disability Fund by
installment deductions from salary.)

b.  For severance pay and
lump-sum annual leave payments, any net
indebtedness remaining after liquidation of
backpay is subject to waiver (by GAO or DFAS,
as applicable) under the authority of 5 U.S.C.
5584 (reference (b)).

F. Other Authorized Deductions

1. The retirement contribution is
computed on the employee’s gross backpay
subject to retirement and ded ucted after subtract-
ing the earnings from outside employment.
Even if no amount of backpay is due the em-
ployee, because of excessive outside carnings,
the employee must remit the appropriate amount
of retirement fund contributions to the DoD in
order to reccive full retirement credit for the
period of the unjustificd or unwarranted separa-
tion (Comp. Gen. Decision B-235638, December
4, 1990) (reference (p)) and (5 U.S.C. 8334(c)
(reference (b)).

2. Income tax withholdings are
not computed on gross backpay before deduc-
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tions from outside employment. Rather, interim
net earnings (i.e., gross earnings less losses and
certain expenses incurred in connection with the
interim employment or business, but before
income tax withholdings), if any, must be de-
ducted from the gross amount of backpay and
income tax withheld on the remainder (unpub-
lished Comp. Gen. Decision B-125762, November
19, 1957) (reference (p)).

3. Health benefits premiums for
an cmployee restored to duiy followiug an
erroneous separation for retirement must be
deducted if coverage under the health benefits
program continued without interruption during
the erroncous retirement.

G. Examples of Backpay Computa-
tions. The following examples are set forth as an
aid to computing back pay (figures are not actual
but illustrative only).

Example 1

An cmployee’s gross backpay computation
(based on basic pay only) amounts to $10,000.
During the period covered by the corrective
action the employee carned $7,000 from outside
employment (interim carnings).

Gross backpey .o $10,000
Less interim earming 37,000
Net backpay oo $ 3,000

Less authorized deductions
Retirement deductions computed

on gross backpay (10,000} i, $700
Federal tax computed on net back-
Pay ($3,000) oo $ 325
State tax computed on net back-
pay ($3,0K) coeiiieiins o $ 97
Total deductions ... $1,122
Net Backpay v e $ 1,878
Example 2

An employee’s gross buckpay computation
amounts to $32,420, broken down by:

Basic pay . s $31,000
Overtime pay e $ 300
Holiday pay .o, $ 120
On-call pay ..o $ 1,000

The employee received lump-sum  payments
amounting to $1,000, and net retirement pay-
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ments (gross retirement less the amount with-
held for health benefits and the amount withheld
for post retiremient basic life insurance) amount-
ing to $10,000. During the period covered by the
corrective action the employee carned $11,000
from outside employment (interim earnings).

Gross backpay .o s, $32,420
Less interim earnings. L$11,000
Netbackpay oo icniiensinionnnes 521,420

Less erroncous payments
Erruneous retirement payments
(not including FEHB and FEGLI
PROMIUMS)..ovevereeermrecsenssssessssesseenrs s 310,000
Errov-ous lump-sum payments
for annual leave ... ..$ 1,000
311,000

Net backpay .neinnnnnnn 310,420

Less other authorized deductions
Retirement deductions computed on

gross basic pay ($31,000). .o $ 2,170
Federal tax computed on net
backpay ($21,420) ...coviiiiriiininrninn, $ 3,026

Staie tax computed on net back-

Pay ($21,420) coovonrvreescririrnrresrrissniernens$ 1,200
Health Benefits Premiums .o 1,110
Total s 57512

Netbackpay ..o e $2,908

03[304. Restoration of Leave. Under 5 C.ER.
550.805(g) (reference (1)), annual leave that is
restored 1o an employee as a result of the correc-
tion of an unjustified or unwarranted personnel
action and that is in excess of the maximum
leave accumulation authorized by law must be
credited to a separate Jeave account for use by
the employee. Annual leave in such a sepacate
leave account must be scheduled and used as
follows:

A, For a full-lime vnployee, excess
annual leave of 416 hours or less musi be sched-
uled and used by the end of the Jeave year in
progress 2 years after the date on which the
annual leave is credited to the separate acconnt.
This period is extended by [ leave year for cac
additional 2U8 houars of excess annual (eave or
any portion thereof. Noter For both part-time
and full-time employees, the ending date of the
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time limit for use of excess annual leave is not
necessarily exactly 2 years, or the additional
years, as appropriate, from the restoration date.
Rather, the time limit ends at the end of the
appropriate Jeave ycar.

B. A part-time employee shall sched-
ule and use excess annual leave i an amount
equal to or less than 20 percent of the
employec’s scheduled tour of duty over a period
of 52 calendar weeks by the end of the leave
year in progress 2 years after the date on which
the annual leave is credited to the separate
account. The agency shall extend this period by
1 leave year for each additional number of hours
of excess annual leave, or any portion thegeof,
equal tu 10 pereene of the employee’s scheduled
tour of duty over a period of 52 calendar weeks,

C.  To determine the time limitations
for use of restored leave, see paragraph 050403,

031305. Health Benefits and Life insurance

A. Health Insurance. Title 5 U.S.C,
8908 (reference (b)) provides that if the enroll-
ment of an employee who was removed or
suspended without pay was terminated, and the
employee is ordered restored to duty on the
grounds that the removal or suspension was
unjustificd or unwarranted, he or she may elect
to (1) have the prior enrolimert reinstated retro-
active to the date it was terminated, with appro-
priate adjustments made in contributions and
claims, to the same extent and cffect as though
the removal or suspension had not taken place,
or (2) enrol] the same as a new empluyee. Note:
the statutory p avisions of 5 U.S.C. 8908 (refer-
cnce (b)) do not apply when an employee was
crroneously  separated  for retirement under
conditions which entitle him or her to continued
enrollment.  In such cases, there is no need to
restore health benefits coverage; it was trans
feived to the retirement system and automatical-
ly continued.

B. Life Insurance

1. If anemployee s retroactively
restore | to duty with pay after an ervoncous
susprnsion or removal, any insurance woverige
the employee had before the improper action
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w~ill continue as though the erroneous action
never occurred. However, retroactive salary
deductions for life insurance shall not be with-
held from any back nay awarded for the period
of separation or suspensicn. If death or acciden-
tal dismemberment occurs during the period
between the employee’s removal and the finding
that the separation was erroneous, insurance
pioceeds will be paid and premiums will be
withheld fron the back pay award for the period
of separation or suspension (5 U.S.C, 8706(d)
(reference (b)) and (Federal Employees Group
Life Insurance Handbook for Persennel and
Payroll Offices) (reference (x)).

2,  An employee who had no
insurance coverage prior to an erroneous suspen-
sion or removal and who is restored to duty
after the closing date of an open season for life
insurance which occurred during the period
between the employee’s suspension or removal
and restoration is entitied upon restoration to
clect life insurance coverage, as permitted during
the open season. Since coverage for basic life
insurance is automatic, the cffective date i the
first day in a pay and duty status. For options
A, B, and C, the effective date is the first day in
a pay and duty slatus on or after the date the SF
2817 "Life Insurance Election” is received by the
cmiploying office.  An employee who had life
insurance coverage prior to an erroneous suspen-
sion or removal and who is restored to duty
after the closing date of an open season for life
insurance which occurred during the period
between the employee’s suspension or removal
and restoration, is entitled upon restoration to
clect additional life insurance coverage, as per-
mitted during the open season. The effective
date is the first day in @ pay and duty status on
or after the date the SF 2817 is received by the
employing office.

031366. Payment of Reasonable Attorney Fees.
Section 5596(b)(1)(A)(ii) of 5 U.S.C.(reference (b))
provides for payment of reasonable attorney fees
in accordance with the standards established
under 5 US.C. 7701(g) (reference (b)), under
certain conditions.  Under 5 C.ER. 550.807
(reference (1)), such payment is available in all
backpay caser, without regard to the nature of
the case or the appropriate authority in the case,
Civilian personnel offices will determine entitle-
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ment to payment of attorney fees and indicate
the amount in the remarks on the SF 50.

031307. Reporting Backpay to State Agencies.
Ifan employce is awarded backpay, see subpara-

graph 060105. regarding notification of the State
agency.

0314 EMERGENCY EVACUATION PAY-

MENTS

031401, Purpose. This section prescribes the
responsibilities of the civilian payroll offices in
the event of evacuation of civilian employees or
their dependents under the provisions of the
DSSR, Chapter 600 (reference (tj). Civilian
payroll offices will use these procedures when
evacuation for military or other rcasons of
national interest or because of imminent danger
ic their lives has been ordered by the proper
authority, The place these persons are evacuated
from may he within ot outside the United States.

A. Forms, DD Form 2461, "Authori-
zation for Emergency Evacuation Advance and
Allotment Fayments for DoD Civilian Employ-
ees," is used to authorize and record emergency
payments to employces and dependents.  Tlas
record is kept by the civilian payroll office to
record these payments on the permanent records.
Information ¢n this form may, in appropriate
cases, be disclosed to other Federal agencies (IKS,
SS5A, OPM) to State and local taxing/ welfure
authorities, and to certain private organizations
for crediting the payments to the employee’s
account.  Before payment can be made to the
employee or his dependents, an application for
payment of amounts due the evacuated civilian
employees or family members is required.

B. Determining _entitlement  and
payee, Determine specific rates of entitlement,
duration of evacuation/departure payments, and
eligible allottees as follows:

1. For employees at foreign
installations, use the [DSSR, Chapter 600 (refer-
ence (t)).

2. Forall uther ciployees, use
FPM Supplement 990.2, Chapler 550, Arpendix
A (reference (k)).

C. Payments. Payments at the rate to
which the employec was entitled immediately
before the order of evacuation/departure may be
made (o the employee, or payments in the form
of ailotments may be made to an adult family
member or designated represeniative.

031402. Transmission of Data to Safe-Haven

Post

A. To the extent possible and practi-
cal, pay, leave, and other significant data will be
sent from the evacuated installation to the safe-
haven post as soon as possible after the evacua-
tion order has been issued so that they will be
available to support further payments. Some of
the possible methods of communicating such
data to the safe-haven post are shipping a ma-
chine or manual listing of the data; shipping the
last complete payroll together with appropriate
notations and changes; transmitting the essential
data over available telephone, telegraph, or radio
facilities; shipping the actual payroll, leave, and
other appropriate records; providing the evacuat-
ed employees and dependents at the time that
the evacuation is ordered with a statement of
essential data in a locally reproduced format,

B.  For the most part, the conditions
and circumstances existing at the evacuation
installation will determine the method and
timing to be followed in transmitting the data.
The safeguarding and preservation of the pay-
roll, leave, and travel records are matters of
primary corcern from a fiscal point of view
because of tne continuing need of the records
after the cenditions which gave rise to the emer-
gency evacuation have been resolved. Accord-
ingly, steps as nocessary to saleguard and pre-
serve the records should take precedence aver
the immediate need for them at the safe-haven
post.

031403. Action Upon and During Evacuation.
To the extent possible and practicable, employees
and dependents remaining at the evacuated
installation will continue to be paid in accor-
dance with the normal fiscal procedures of that
installation. If advance payments are authorized
1o be made to persons being evacuated, a special
advance payroll will be prepared in accordance
with normal payroll procedures and charged
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against the appropriate funds available to the
installation.

031404. Action Upon Assignment of an Evacu-
ated Employee

A. Return to Former Place of Employ-

ment

1. The disbursing officer {in his
or her official capacity) wili obtain a record of
payments made to the employee and dependents
from the safe-haven post and immediately
request the appropriate DFAS Center to furnish
trom its records the total amounts paid to each
employee and dependents during the time of
avacuation,

2. Tpon receipt of the payment
information from the DFAS Center, the disburs-
ing officer (in his or her official capacity) will
reconcile all amcunts paid and determine the
amounts due the employee. A final payroll will
be prepared to settle the employee’s pay account
subsequent to the last normal payment. This
payroll will include all deductions which were
suspended during the period of evacuation.

B. Assignment to an Installation
Other Than One from Which Evacuated. The
fiscal officer will take all action required in
subparagraphs 031404.A.1. and 2. In addition,
the disbursing officer (in his or her official
capacily) will initiate a request to the former
employing activity for the date of the last normal
payment and all other pertinent information
which normally would be furnished by a releas-
ing activity. A new pay record will be estab-
lished on the basis of the information obtain.d.
When the required information cannot be ob-
tained from the employee’s last permanent
station because of destruction of the records, it
will be assumed that the employee drew all
amounts due the employee as of the last day
prier to evacuation.

0315 MISCELLANEOUS

031501, Uniform_Allowance. Uniform allow-
ance is not paid through the civilian payroll
system. 1t is paid through commercial accourts.
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PP#
21

v

FICA/ orT

UNION

HRS GROSS (SRS MED TAX FEHB FEGLI FEGLI CHARITY DUES ALLOT NET

B0  $680.80 47.66 9.19 12057 3150 550 16.00

Current Year Recovery:

Net pay

Allotment

Charity

Health Benefits

Union ducs

Amount of repayment

Amount of OWCE check (75% X 680.80)
Amount due employee

Prior Year Recovory:

Net pay

Allotment

Tax

Charity

Health Benefits

Union dues

Amount of repayment

Amount of OWYP check (75% X 680.80)
Amount due from employee

2.00

1.75

50.00 $396.63

$396.63
50.00
2.00
31.50
1.75
481.88
510.60
$ 28.72

$396.63
50.0¢
120.57
2.00
31.50
1.75
602.45
51060
$91.85

Figure 3-1, Exampl of Buy Back of Leave Computation for Employee Who Used Sick Leave for & Full

e |

Pay Per.od
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FICA/
PP#  HRS GROSS CSRS MED TAX

FEHB FEGLI

OPT TUNION
FEGIL] CHARITY DUES ALLOT NET

20 80 8$680.80 4766 9.19 12057
Worked 47 $32997 2800 5.40 71.14
Sick Lv. 33 $28083 1966 379 4913

21 80 $680.80 47.66 9.19 1257
Worked 12 $102.12 715 1.38 18.09
Sick Lv. 63 $578.68 4051 781 10248

Current Year Recovery;
Net Pay
Allotment
Amount of repayment

31.50
31.50

31.50
31.50

5.50
5.50

5.50
5.50

Amount of OWCT check (75% x $859.51)

Amount due employcee

Prior Year Recovety:
Net Pay
Allotment
Tax
Amount of repayment

Amount of OWCP check (75% X 859.51)

Amount due from employee

16.00 2.00 1.75  50.00 $396.63
16.00 200 1.75  50.00 $188.68
- - - - $207.95
16.00 2.00 1.75 5000 $396.63
16.00 2.00 1.75 - $ 18.75
- - - 50.00 $377.88

$585.83
_50.00
$635.83
644.63
$ BRI

$585.83
50.00
151.91
$787.74
644.63
$143.11

Figure 2 2, Example of Buy Back of Leave Computation for Employee Who Used Sick Leave for Less
Than a Full Pay Period
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CHAPTER 04

DEDUCTIONS

0401 GENERAL REQUIREMENTS

040101.  Written authority to make voluntary
deductions from pay shall be obtained from DoD
employees in all cases. All mandatory deduc-
tions shall be based on specific provisions of law
ora court order. The authorization for cach type
of deduction shali contain sufficient information
to properdy establish the deduction and to enable
payment to the proper payee of the amount
deducted. A current file of all deduction autho-
rizations shall be kept in the civilian payroll
office, liaison office or other designated storage
sites as justification for cach deduction and
maintained in accordance with General Records
Schedule 2 (reference (g)).

0402 ORDER OF PRECEDENCE

040201.  Mandatory deductions are deductions
required by law or regulation to be withheld
from an employee’s pay, Voluntary deductions
are deductions which require written authoriza-
tion from the employee to affect wiihholding
from his or her pay. In some instances, an
employee’s gross pay is not sufficient to permit
all mandatory and voluntary deductions to be
made. In this case, the following order of prece-
dence shall apply:

A. Retirement, including retirement
withheld under the Civil Service Retirement
System (CSRS) Act of May 29, 1930, as amended
(reference (y)), the Federal Employees’ Retire-
ment System (FERS) Act (P.1.. 99-335) (reference
{)) (6 U.S.C. 8334 and 8422) (reference (b)), State
Retirement  deductions  for title 32 National
Guard technicians who elected to remain covered
by a Staiu retirermient system (P.L. 90-486, Section
6c) (reference (e)) and 5 U.5.C. 5518 (reference
(b)), and retirement contributions withheld for
NAF plans (P.L. 101-508) (reference (c)).

B. ‘Federal Insurance Contributions
Act (FICA); i.e., Social Security and /or Medicare
(20 US.C. 3102, 3121, and 3122) (reference (2)).

C. Current Federal income tax autho-
tized or required by law to be withheld (26
U.S.C. 3402) (reference (z)). This includes any
amounts voluntarily authorized by an employee
in excess of the minimum withholding required.

D. Health insurance premiums for the
current pay period and, when owed by the
employee, for up to four pay periods immediate-
ly precedirg the current period (5 C.F.R. 1104(c))
(reference (1)),

E.  Basic group life insurance premi-
ums (5 U.S.C. 8707) (reference (b)) and State life
insurance premiums.

F. State income tax authorized, or
required by law to be withheld, pursuani to an
agreemant betweer: the State and the Secretary of
the Treasury (5 U.S.C. 5517) (reference (b)),

G. Local income tax authorized, or
required by law to be witiheld, pursuant *o an
agreement between the local taxing authority
and the Secretary of the Treasury (5 U.5.C. 5520}
(reference (b)).

H. Mandatory repayments of indebt-
edness to the United States based on the age of
the debt, not the agency to which it is owed,
excluding ‘hose permitting Internal Revenue
Service (IRS) levy for back Federal income taxes
discussed in subparagraphs 040201.M. and O. (5
U.S.C. 5514, 5522, 5705, and 5724) (reference (b))
and (31 U.S.C. 3716) (reference (d)).

1. The amounts to be withheld
and the duration of such ‘vilhholdings must be
determined under the due process provisions
and other limitations contained in the law that
applies to the particular collection action.

2. When there are multiple
deductions required to satisfy various indebted-
nesses to the United States and an employec’s
available pay subject to deduction is insufficient
for all such deductions, priority shall be deter-
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mined in accordance with the best interest of the
United States. Debts to be collected are normally
subject to the statute of limitations, Deductions
for those debts for which the statute of limita-
tions wouid first bar collecrion shall normally be
made before deductions are made for debts
under statutes of limitation allowing a longer
time before barring collection.

I.  Court-ordered garnishments for
alimony and child support payments. If gross
pay is not sufficient for both payments ordered
in a single garnishment, a proportionate share of
each payment must be made to the extent gross
pay is available (42 U.S.C. 659) (reference (aa)).
If there are multiple garnishments for these
payments, the garmnishments filed carliest are
withheld first.

J. Court-ordered bankruptcy pay-
ments under 17 U.S.C, 1325 (reference (ab)).

K. Court-ordered garnishments for
commercial debts (P.L. 103-94) (reference (e)).

L. Optional life insurance premiums
(5 U.S.C. 8714a, 8714b, and 8714c) (teference (b)).

M. Voluntary repayments of indebted-
ness due the United States in the order specified
by the employee. These are separate payments
from those set forth in subparagraphs 040201.H.
(5 U.S.C. 5525) (reference (b)) and 040201.0. (31
U.5.C. 3716) (reference (d)).

N. Al other voluntary deductions in
the following, order (5 U.5.C. 5525 and 8432)

(reference (b)):

1. Voluntary allotment for

alimony and child support;
2. TSP loan allotments;
3. TSI deductions;

4. Employee organization dues;

o

Charity deductions;

6. Savings bond deductions;

86

7. Military service deposits;

8. National Guard Association of
the United States (NGAUS) basic and optional
insurance;

9.  State-sponsored insurance for
National Guard technicians; and

10, Other allotments.

0. IRS levy for back Federal income
taxes. The levy is based upon an employce’s net
pay, and, during the time period it is cffective,
the affected employee may not increase the
number or size of voluntary deductions (26
U.5.C. 6331 and 6334) (reference (z)).

040202. An employee’s available gross pay
shall be reduced by the amount of each deduc-
tion withheld in the order specified in paragraph
040201. If an employee’s remaining available
pay, after applying as many deductions in the
order of precedence as the pay will allow, is not
sufficient to fund entirely the next deduction,
then that deduction, if voluntary, will not be
made, The full remaining available salary shall
be paid the employce as net pay. However, if
that next deduction is mandatory, it will be
made to the full extent of the remaining avail-
able pay, in which case, net pay will be zero.

(403 RETIREMENT

040301, CSRS and FERS Recordkeeping

A. General, The CSRS and FERS
Handbook for Personnel and Payroll Offices
(reference (ac)) containg the instructions that
civilian payroll offices need to carry out their
responsibilities under CSRS and for basic retire-
ment benefits under FERS.

B.  Coverage. For employees subject
to retirement, the SF 50 wili reflect the appropri-
ate retirement system to which an employee is
subject, Sce Table 4-1 for pay subject to retire-
ment deductions.  Refer to the CSRS and FERS
Handbook for Personnel and Payroll Offices
(reference (ac)) for th current deduction rates
for boih CSRS and FERS employees as well as
the rates for employer contributions.
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C. Responsibilities, Civilian payroll
offices must fulfill the following general respon-
sibilities relating to CSRS and FERS:

1. Withholding retirement
deductions from employees’ pay, making the
correct agency contribution, and transmitting
these monic: to the fund.

2. Preparing and maintaining an
individual retirement record for cach employee
who is cavered by CSRS or FERS.

3.  Maintaining post-1956 mili-
tary deposit accounts.

4. Certifying individual retire-
ment records and related records, and ensuring
the correctness of data in these records.

5. Certifying that the civilian
payroll offic portion of applications for retire-
ment and survivor benefits is accurate and
complete,

6. Maintaining retirement con-
trol accounts and preparing retirement account-
ing reports,

D, Communication _with OPM.
Forward records of separated employees directly
to the Employees Service and Records Center,
Boyers, PA, as follows:

1 CSRS Retirement Records
OPM/CSRS
P.O. Bo. ™~
Boyers, PA - 16020

2. FERS Relirement Records
OI'M/FERS
P.O. Box 200
Boyers, PA 16020

E. Preparation and Maintenanc: of SF

2806 /3100

1.  An SF 2806/3100 is main-
tained for each employee subject to CSRS/FERS.
These forms are used by OPM to adjudicate the
retirement rights of a separated employee or
survivors. It is important each SF 2806/3100 be

correct, complete, clear in every detail, and
properly certified. Timely and accurate mainte-
nance of the SF 2806/3100 also expedites close-
out pracedures when an employce is separated
or transferred to the paying jurisdiction of
another agency,

2. The civilian payroll office will
prepare an SF 2806/3100 for cach employee
subject to CSRS/FERS. Examples are shown in
the CSRS and FERS Handbook for Personnel and
Payroll Offices (reference (ac)).

3. Method of Posting

a. The SF 2806/3100 may
be posted by an automated data processing
system, by typewriter, or handwritten in perma-
nent ink.  All entries must remain withia the
ruled lines on the hard copy form. If necessary,
use a second line to complete an entry, but do
not post in the margin.

b. Manual corrections to
SFs 2806/3100 will be noted by the officer who
certifies the form or other responsible person, by
lining through an incorrect item, entering the
correct data, and initialing the correction.

¢ If the Service History or
Fiscal Record becomes filled on one side of the
record for a manually maintained record, contin-
ue posting on the reverse side by bringing the
cumulative salary deductions forward with the
annotation "Balance Forward."

4. Civilian Payroll Office Num-
ber. Each civilian payroll office has been as-
signed a civilian Payroll Office Number which
has been provided to OPM. This number is
used by OPM to control records and identify the
civilian payroll office making and remitting
deductions and contributions.  This number
must be reflected on each retirement record.

5.  Maintenance of Service
History

a. Post Servicc History
entrics as they occur.  Obtain the data from the
SF 50, FPM Suvplement 292-1 (reference (aq))
contains the standard data elements which shall
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be used. Examples are shown in the CSRS and
FERS Handbook for Personnel and Payroll
Offices (reference (ac)).

b. Includeadditional pay to
which an employee is regularly entitled and
which is a part of basic salary for CSRS/FERS
deductions, eg. firefighter standby premium.
Omit postings for additional pay which are
received on an irregular or unscheduled basis.
Also omit additional pay not subject to
CSRS/FERS deductions.

6. Fiscal Record Posting

a. Tost the total of retirc-
ment deductions withheld during the year in
column 6 of the SF 2806/3100 at the end of the
calendar year, If no deductions were madc
because of a nonpay status, enter a zero in
column 6. If an employee had more than one
retirement deduction rate during the year, enter
separate yearly totals for each retirement deduc-
tion rate and note the deduction percentage rate
for each entry in column 8,

b. If calendar year deduc-
tions entered in column 6 include deductions
from additional pay not included in the base pay
posted in the Service History, place an asterisk
after the amount in column 6. Place an asterisk
and footnote additional pay status or night shift
pay in the lower feft comer of the form. If
calendar year deductions are annotated addition-
al pay status or night shift pay, show in column
8 the number of LWOP hours for each hourly
rate during the year. If none, show "No LWOI™,
All LWOP must be shown,

7. Entries in Remarks Columns.
In addition to the Service History and Fiscal
Data, record the following information on the SF
2806/3100 under Remarks, column 4 and 8§, as
appropriate.

a. Enter periods of LWODP
or furlough of more than 6 months in a calendar
year. Enter LWOI of more than 3 calendar days
for recemployed annuitants,

b.  For employees serving
on an intermittent basis without a regular tour of

88

duty, enter the number of days in a pay status
during each calendar year. If the employee is
paid at an hourly rate and the number of days
on which work was performed cannot be deter-
mined, enter the number of hours in a pay status
during each calendar year.

c. 'For employees serving
on a part-time basis with a regular tour of duty
administratively determined in advance, enter
the tour of duty (4 hours a day, 5 days a weck,
etc.).

d. Enter the last date on
which the employee was in a pay status, unused
sick lcave, and the service computation date
annotated as "SCD (month, day, ycar)" when an
employee retires or dies.

e.  For piecework employ-
ees, record the aggregate carnings and number
of days of LWOP, if any, during cach calendar
year.

f.  Record periods of em-
ployment under the Social Security Act Amend-
ments of 1965,

8. Sick Leave. If an employee
dies, retires, or elects to convert to FERS, enter
the amount of unused sick leave in column 4 of
the SF 2806/3100 as follows:

a, If there is a4 minus or
zero sick leave balance, enter "No unused sick
leave balance."

b. If the employee has
unused sick leave at the time of separaiion, enter
the number of hours and cite "5 U.S.C. Chapter
63."

c¢. For employees with
uncommon tours of duty, enter the number of
hours of unused sick leave, with a notation
showing there was an uncommon tour of duty,
and the date the sick Jeave, if used, would have
expired, Cite "5 US.C, Chapter 63."

d.  [f the SF2806/3100 is for
an application for disability retirement, post
"Will use (or has used) all sick leave." When the
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application for disability retirement has been
approved, pest “No unused sick leave balance”
on the final SF 2806/3100 to be forwarded to
OPM.

9. Health Benefits Data. SFs
2806 /3100 forwarded to CPM for regular retire-
ment, disability retirement, or deceased employ-
ces must be annotated with the status of heaith
benefits in column 4 of the record. Examples are
shown in the CSRS and FERS Handbook for
Personnel and Payroll Offices (reference (ac)),

10.  FEGLI must be shown on the
SF 2806/3100 as follows, selecting the appropri-
ate statement shown in parentheses.

a. "Basic life: Elected (75%),
(50%), (No) reduction.”

b. "Standard Optional
Insurance: (declined), (eligible to continue,
coverage began (date)), (not cligible to contin-
ue).”

c.  "Additionai Optional
Insurance:  (declined), (eligible to  continue,
coverage began (date)), (not eligible to contin-
ue)."

d. “"Family Optional Insur-
ance: (declined), (eligible to conlinue, coverage
began (date)), (not cligible to continue).”

11. Disposition of SFs 2806/3100

a. Transfers between civil-
ian payroll offices in the same Component, e.g.
from one Air Force payroll office to another Air
Force payroll office or from one DoD (code 97)
civilian payroll office to another DoDD civilian
payroll office:

(1) If the employee is
covered by C5RS, commplete the SF 2806 and
transmit it to the new civilian payroll office via
the SF 2807, This type of transfer is commonly
referred to as an "Inira-Agency Transfer.”

(2) If the employee is
covered by FERS, complete the SF 3100 and

transmit it toc OPM at the addiess cited in sub-
paragraph 040301.D.2. via the Sk 3103.

b. Transfers between civil-
ian payroll offices not in the same Component,
e.g., from an Air Force payroll office to a Navy
payroll office or from an Army payroll office to
a Department of Commerce payroll office (Inter-
agency transfer):

(1) If the employer is
covered by CSRS, compicte the SF 2806 and
transmit it to OPM at the address in subpara-
graph 040301.D.1. via the SF 2807,

(2) If the employee is
covered by FERS, complete the SF 3100 record
and transmit it to OPM at the address in sub-
paragraph 040301.1D.2. via the 5F 3103,

c.  Employee Death. Send
the SF 2806/3100 via the SF 2807/3103 to OPM
within 5 days of the date of the computation of
firal pay. Enter in column 4 of the SF 2806/3100
the service computation date "SCD (month, day,
year)," FEHBP carrer control number and
enrollment code, "unused sick leave (enter hours)

5 U.S.C. Chapter 63" and pay ceased (date). The

deceased employee’s records and  associated
applications are to be received by OPM within
30 days of the date of death.

d.  Application for Refund
of Retirement

(1) Upon leavirg Feder-
al employment, an employee may request a
refund of retirement deductions by submitting
an SF 2802/3106, "Application for Kefund of
Retirement Deductions.”

(2) If the request for
refund is received at the same time as the notifi-
cation of the separation, attach the SF 2802/3106
to the SF 2806/3100 and submit to OPM within
10 calendar days after the ending date of the pay
period in which the employee was separated.

_ Annotate in column 4 of the 5 2807/3103 that

the SF 2802/3106 is attached.

(3) If the employee
completes the SF 280273106 within 30 days after
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the scparation date and the SF 2802/3106 is
received in the civilian payroll office after the SF
2806 /3100 is transmitted to OPM, send the SF
2802/3106 to OPM. Annotate the SF 2802/3106
showing the date and number of the SF
2807/3103 on which the &IF 2806/3100 was
transmitted.

{4) If the employee has
been separated more than 30 days, he or she
must file the SF 280277106 directly with OPM,

¢. Disability Retirement
Separatior Advance closeout of the SF
2806/3100 1s required when an application for
disability retirement is received from a current
employec.

(1) Annotate the SF
2806/3100 as follows:

(a) Add the words:
Preliminary Disability Retirement” in the top
margin of the SF 2806/3100.

(b) Post retirement
deductions to the clese of the previous calendar
year.

(v) Enter the date
the application for disability retirement was
made in the Service History.

(d) Show the pay
status of the employee, as applicable: "Employee
in duty stzwus,” "Leave with pay will end (date),"
or "Pay stopped (date)." Also, enter in column 4
of the SF 2806/ 3100 the service computation date
as follows: "SCD (munth, day, year)."

(¢) On ecach pre-
liminary SF 2806/3100 submitted with an appli-
cation for disability retirement, enter in column
4 the status of health insurance and life insur-
ance, Examples are shown in the TSRS and
FERS Handbook for Personnel and Payroll
Cffices (reference (ac)).

f Show the
unused sick leave data in column 4 of the SF
2806/3100 and enter "Will use all sick leave” or

"No unused sick leave." In addition enter the
projected date sick leave pay will terminate,

(2) TDrepare a new SF
2806/3100 to record retirement deductions
withheld after sending the Preliminary SF
2806/3100 to OPM. Add the words "Final-Dis-
ability Retirement" above the date of birth. Enter
"APP FOR DS RET EXC" and annotate the date
the SF 2801/3107, "Application for Immediate
Retirement,” was execuled on the Service History
side of the SF 2806/3100. In addition, add a
commeznt to referenice the Preliminary Retirement
SF 2806/3100 on which calendar year deductions
were reported to OPM, plus the date and num-
ber of the SF 2807/3103 that transmitted the
records. Post all actions that occur after submis-
sion of the SF 2801/3107 to this record.

(3) DPrepare  the SF
2807/3103 and send the Preliminary  SF
2806/3100 with the SF 2801/3107 to the applica-
ble address listed in subparagraph 04030[.D.
within 5 calendar days after receipt of the appli-
cation. Annotate column 4 of ihe SF 2807/3103
with "Preliminary Disability and the date estab-
lished by the civillan pessonnel office.”

(4) On approval of the
application, complete the final SF 2806/3100.
Post retirement deductions withheld after the
Preliminary SF 2806/3100 was sent. Show the
effective date of the disability retirement and the
date thut pay ceased on the §F 2806./3100. Send
the final SF 28063100 to OPM within 5 calendar
days after the date of the employee’s final pay
check.

(5) Continue using the
final SF 280673100 if tl.: emnloyee’s application
is denied. OPM will not retur. ' ¢ Preliminary
SF 2806/3100. Annotate in cotumin 4 of the SF
2806 /3100 denial of the disability and the dale.

. Nondisability Retirement
Separations. Send the 5V 2800/3100 with the SF
2801/3107 with attached CSC Form 1084, "Infor-
mation in Support of Civil Service Retirement
Application,” to the applicable address, listed in
subparagraph 040301.1)., within 10 calendar days
after the ending date of the pay period in which
the employee retired.

L4
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(1) Use OPM checklists
to ensure complete and accurate processing.
Submit the completed and signed checklist to
OPM with the retirement package.

(2) Post retirement
deductions through the date of retirement on the
Fiscal Record of the SF 2806/3100.

(3) Enter the type of
nondisability retirement in the Service History,
cg. Optional, Mandatory, or Discontinued
Service.

(4) Enter the date pay
stopped in column 4 of the SF 2806/3100. This
will normally be the date of retirement; howev-
cr, if the employee’s pay status ends before the
retirement date, enter the earlier date. Enter the
service computation date "SCD (month, day,
year)."

Service credit deposits
for Post-1956 military scervice.  Any individual
first employed in a position subject to the CSRS
Act (reference (y)) on or after October 1, 1982,
will receive credit for post-1956 military service
only if lie or she deposits a sum cqual to 7
percent of the military basic pay received for
post-1956 military service. Individuals who were
first employed under CSRS before October 1,
1982, will have the option of making deposits for
post-1956 military service and avoid a possible
annuity reduction. A FERS employee may
receive credit for post-1956 military service
under FERS rules only if he or she deposits a
sum equal to 3 percent of the military basic pay
he or she earned during the period of military
service, plus interest,

(1) Payment of military
service credit deposits may be made either by
cash payment or biweckly payroll deductions.
Installment payments must be in whoale dollar
amcunts not less than $25 per pay period, except
for the last payment which may be in any
amount to compiete repayment. Unpaid balanc-
es are subject to interest calculations, and OPM
will issue annual guidance concerning, the rate of
interest to be used. Payments must be received
by the agency, that is, physically in the posses-
sion of the agency officiel authorized to reccive

such payments, by the close of business on the
last regular business day before the interest
accrual date. Therefore, if 2 deposit is sent by
mail, the date of the postmark does not consti-
tute the date of payment. Interest will be com-
puted on the unpaid balance on the employee’s
intercst accrual date.

(a) TSRS, Interest
begins to accrue on deposits on October 1, 1985,
or two years after an individual is first employed
(or recemployed after a period of military service)
in a position subject to CSRS. The interest
accrual date (1AD) is the date each year when
accrued interest is added 1o the amount owed by
the employee. The initial IAD is the date one
year after the end of the interest free grace
period. Thereafter, the IAD falls on the anniver-
sary of the first [AD until the deposit is paid in
full.

(b) FERS. For
employeces first employed prior to January 1,
1987, interest started to accrue on January 1,
1989. Therefore, the initial IAD for these em-
ployees is January 1, 1990, For employces first
cmployed on or after January 1, 1987, interest
begins to accrue 2 years from the date the indi-
vidual wa: iirst employed subject to FERS.
Therefore, the initial IAD for these employcos is
one year after the two year interest free grace
period ends.

(2) Record payments on
the OPM Form 1514, "Military Deposit Work-
sheet." Inaddition, a separate SF 2806/3100 will
also be maintained for Post-1956 wititary depos-
its. The SF 2806/3100 Service History should
carry the annotation "Military Scrvice History
and Deposit Record,"

(3) Upon retirement,
close out the SF 2806 /3100 when military service
credit deposits are complete and annotate in the
Remarks column "Deposit paid in full.” Submit
the SFs 2806/3100 along with OPM Form 1514
and the SF 2803/3108 to OPM via a regular SF
2807/3103.

(4) Close out  and
submit the SF 2806/3100 to OPM via a regular
SF 2807/3103 in the event an employee resigns,
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retires, or dies prior to completing the military
service credit deposits.  Annotate  the SF
2806/3100 in the Remarks column with cither
"Paid in full" or "Partially paid", depending upon
aclion taken by the employee or survivor.
Notify the employee or survivor of the intended
close out and provide the opportunity to com-
plele  payment prior to submitting to OPM.
Advise the employee or survivor that refunds of
military service credit deposits may be made
only by OPM.

() Closcrout and send
the SF 2806 for military deposits to the gaining
civilian payroll office when an employee trans-
fers to another civilian payrolf office within the
same Component.  When the transfer is to
another civilian payroll office, but not in the
saime Component, close out the SF 2806 and
submit it to OPM. A FERS post-1956 SF 3100 is
sent to OPM together with the regular SF 3100
for all transfers to another civilian payroll office
including transfers within the same Component,

F.  Safeguarding the SE 2806/3100.
SFs 2806/3100 not maintained in a mechanized
manner must be stored in secured fireproof
containers. Manually maintained SFs 2806/3100
must be  microfilmed/ microfiched  after the
annual posting, and stored separately from the
record itself in accordance with OPM require-
ments,

G, Register of Separations and Trans-

[.  The SF 2807 is used to control
and transmit SFs 2806 to other civilian payroll
offices and OPM, The SF 3103 is used to control
and transmit SFs 3100 to OPM,

2. Series Designations, Maintain
two separate series of Sl's 2807 transmittal num-
bers depending on wiwther the SF 2807 is trans-
mitted to another civilian payroll office or to
OCPM.  Each series is rconseculively numbered
throughout the calendar year, and the first SF
2807 prepared ina new calendar year will begin
with the number 1. SFs 2807 transmitted to
another civilian payroll office will be designated
Intra-Agency (IA). Those transmzitted to OP'M
will be designated "OPM". For example, the first

SF 2807 transmitted to OPM for calendar year
1993 will be designated "OPM-93-1", while the
first SF 2807 submitted to another civiiian payroll
office will be designated "1A-93-1."

3. Becauseall SFs 3100 are trans-
mitted to OPM, it is necessary to maintain only
one series of transmittal numbers for SFs 3103.
These forms must also be consecutively nun-
bered throughout the calendar year, and the first
SF 3103 transmitted to OPM in a calendar ycar
will begin with the number 1. All 5Fs 3103 will
be designated "FERS", For example the first SF
3103 submitted to OP'M for calendar year 1993
will be designated "FERS-93-1.

4. More than one SF 2806/3100
may be submitted with cach SF 2807/3103.
However, the transmittal of completed retire-
ment records should not be delayed while other
records are being prepared {or submission.

5. Copies Required

a. OPM Series.  Prepare
and submit the original to OPM.  Retain one
copy in ihe civilian payroll office’s files.  An
additiona! copy may be required according to
the applizable DFAS Center’s  departmental
instructicons.

b. 1A Transfers.  TPrepare
and submit the original and one copy to the
gaining civilian payroll office. Retain one copy
for the losing civilian payroll office’s files, An
additional copy may be required according to
the appiivable DFAS  Center's  departmental
instructions. .

¢.  FERS Scrics.  Prepare
and submit the original to OPM. Retain one
copy for the civilian payroll office’s files, An
additional copy may be required according to
the applicable DFAS Center’s  departmental
instructions,

6. Filing the SF 2807/3103. Tile
SHs 2807 reccived from other civilian payroll
offices in a separate file in order of receipt by
calendar year. Maintain a separale file for "[A"
series of SFs 2807 forwatded to other civilian
payroll offices.  Maintain a separate file for
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"OPM" scries of SFs 2807 forwarded to OPM,
Maintain a scparate file for "FERS" series of SFs
3103 forwarded to OPM. These tiles shall be in
numerical order for each calendar year.,

H. Adjustments

1. Current Employees

a. Erroneous Deductions.
If an overdeduction was made for retirement
from the pay of a current employee, make an
adjustment during the next payroll cycle. De-
crease the current retirement deductions from
the employed’s curreat pay period carnings, and
make a corresponding  adjustment in  the
employer’s contributions.

b.  Deductions Not Withheld
When Required. If an underdeduction occurred,
or if deductions were nat made for a period
when an employee should have been covered by
(CSRS/FERS, that employee must be afforded his
or her rights under due process to repay the
overpayment. If deductions were made for a
NAF rctirement plan when deductions are
required for CSRS/FERS, adjust the NAF retire-
ment deductions and contributions and Social
Security contributions and deductions in the next
pay period.  These amounts should then be
offsct against the amounts that should have been
submitted for CSRS/FERS to determine the net
amount that must be withheld from the employ-
ce’s current period pay.

2. Scparated Employecs

a. Overdeductions

(1) When an  excess
amount has been deducted from a former em-
ployee’s pay, and the SF 2806/3100 has not yet
been forwarded to OPM, the amount is included
in the current calendar year and the tolal accu-
mulative deductions posted in eoluinns § and 7
respectively on the SF 2806/2807. In addition,
the amount of excess deductions is shown in
column 8, Remarks.

(2) If the overdeduction
is found affer the SF 28063100 was sent OPM,
an SF 2°06-1, "Notice of Correction of Individual

Retirement Record for CSRS Employees," or an
SF 3101, "Notice of Correction of Individual
Retirement Record (FERS)," must be prepared
and submitted to OPM.

(3} Ifanoverdeduction
from a former employee’s pay results in excess
employer contributions, the amount of the excess
should be deducted from the next pay period’s
S¥ 2812 report.

b. Underdeductions

(1)  Whenan insufficient
amount has been deducted from a former em-
ployee’s pay, and the SF 2806/3100 has not yet
been submitted to OPM, note the amount of the
deficiency in coiumn 8 of the SF 2806/3100. If
the SF 2866 /3100 has been submitied, another SF
2806/3100 must be prepared and annotated
"Supplemental” in the upper left margin,

(2) When an underde-
duction ftom a former employee’s pay results in
insufficient employer contributions, the insuffi-
cient amount will normally . iucluded in the
next pay pueriod’s SF 2812 report,

¢ In the cases of subpara-
graphs 040301.H.2.a. and b., an 5F 1081, "Vouch-
er and Schedule of Withdrawals and Credits,”
will need to be prepared and attacked to the SF
2812 for accounting purposcs,

d.  Service History Correc-
tions. Corrections to the Service History por-
tions of the SF 2606/3100 should be made on the
retirement record if the error is detected before
the record is submitted to OPM. If the error is
detected after the record is sent to OPM, prepare
an SF 2806-1 or SF 3101.

3., Transferred Employees

. Overdeductions

(1) When an  excess
amount has been deducted from a transferred
employee’s pay, and the 5F 2806 has not yet
been forwarded to another civilian payroll office
within the same Component, the amount 1s
included in the current calendar year and total
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accumulative deduction postings in columns 6
and 7 respectively on the SF 2806/2807. In
addition, the amount of excess deductions is
shown in column 8, Remarks.

(2) Prepareand submit
an SF 2806-1 or an SF 3101 to the gaining civilian
payroll office if the overdeduction is found after
the SF 2806/3100 was forwarded to another
civilian payroll office within the same Compo-
nent.

(3) When an overdeduc-
tion from a transferred employee’s pay results in
excess  employer  contributions, deduct  the
amoun! of excess employer contributions from
the SF 2812 report for the next pay period.

b.  Underdeductions. Note
the amount of underdedactions in column 8 of
the SF 2806 when an insufficient amount has
been deducted from a former employee’s pay,
anet the SF 2806 has not yet been forwarded to
another dvilian payroll office within the same
Component. Prepare and forward a supplemen-
{al SF 2806 to the gaining civilian payroll office
if the SI" 2806 has previously been submitted.

¢.  Service History Correc-
tions. Correct the Service History portion of the
SF 2800 if the error is detected before the record
is sent te another civilian payroll office within
the same Component. Prepare and submit an SF
2800-1 to the gaining civilian payroll office if the
error is detected after the record is submitted.

d. Retroactive Payments

(1)  Report CSRS/FERS
deductions withheld from a retroactive salary
payment for a separated employee by preparing
a4 supplemental SF 2806/3100, and forwarding it
to OP’M with an SI' 2807/3103.

{2} Include CSRS/FERS
deductions withheld from a retroactive salary
payment for a current employee in the current
year salary deduction on the SF 2806/3100 being
maintained for the employee,

(3) Report CSRS/FEKRS
deductions withield from a retroactive salary
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payment for an employee transferred to another
civilian payroll office within the same Compo-
nent by preparing a supplemental SF 2806/3100.
Send the SF 2806 to the gaining civilian payroll
office via the SF 2807. The St 3100 will be sent
to OPM via the SF 3103.

1. Availability of Retirement Funds
for Loans, Garnishments, and Indebtcdness

1.  Loans and Garnishments

a. An employee may not
borrow from the reticement fund or assign
money credited to his or her account as security
for a loan or for any other purpose. An employ-
ce’s retirement account is not subject to any
execution of levies, attachments, garnishments,
or uther legal processes except as follows:

(1) OPM will comply
with a garnishment or attachment order issued
to enforce child support or alimony obligation.

(2) OPM will comply
with the assignment of retirement benefits in a
State court order, decree, or comununity property
seftlement agreement in connection with the
divorce, annulment of marriage, or legal separa-
tion of a Federal employee or retiree.

2. Indebiedness

a. Conditions  governing
collection for indebtedness.

() An  employee’s
contributions to the retivement fund may be
offset to recover any valid debt to the United
States.

(2)  Ailof the following,
conditionts must be met before an offset of these
contributions may he made:

(@) The employee
has been separated.

(b) The civilian
payroll office has exhausted all other means of
recovery,
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() The employee
has filed an application for refund ot for a
monthly civil service annuity benefit.

(d) The creditor
agency has given the employee an opportunity
to request reconsideration of the collection
including an oral hecaring, waiver or compro-
mise.

(3) [If the employee dies
before becoming entitled to annuity benefits,
retirement fund contributions may be offset
when an application for lump sum benefits is
filed. ’

b, Collection procedures,

(1) Before a  civilian
payroil office can request OPM to recover a debt
for a former employee from the retirement fund,
the employee must be notified in writing of the
following:

(@) The reason for,
and amount of, the debt;

(b}  The date repay-
ment must be made, (normally not more than 30
days after the date of the notice);

{€)  The intention to
collect the debl by ffset from the retiromeny
fund unless the employee has entered into a
repaymient agreement with the agency;

(d) Ao opportunity
0 request reconsidration of the decision to
collect the indebtedness, including waiver or
compromise; ard

(©)  Anexplanation
of the employec’s right to an orel hearing.

(2) Only one written
demand containing the above information is
required to be sent to the emplovee. If there is
no reason to believe tiat the employee has not
received the demand notice, the civilian payroll
affice has the right to judge the claim based on
evidence in its possession,

(3) An SF 2805, "Re-
quest for Recovery of Diebt Due the United
States," will be prepared, and the civilian payroll
office will send Part 1, 2, and 4 of the SF 2805 to
OPM. DPart 3 will be retained in the civilian
payroll office. See section 0408 for instructions
for health benefits indebiedness.

(4) If a debt has been
pursued to judgment, written demand need not
be made. A copy of the court order must be
attached to the SF 2805.

(5) Do not retain the SF
2806/3100 pending completion of action neces-
sary to prepare and submit an SF 2805. If an SF
2805 will be submitted at a later date, the SF
2806/3100 shouid be annotated in column 8,
Remarks, of the wexistence of the dobt, the
amount {if known), and the reason for the debt.
If the exact amount of the debt is unknown, note
in column 8 of the SF 2806/3100 thatl the em-
ployee is indebted in an unknown amount,

1. Entries_on_the Payroll Voucher.
Eraployee deductions ard employer vontribu-
tiong shall be réported separately on the DD
Form 592, Part 1 - Payroll Summary.  Civilian
payroll officcs reporting to OPM via hard-copy
512812 shall cite the OPM deposit fund account
24X8135.8 for the deductions and contributions
on Part L Civilian payroll offices reporting to
OPM via the Retirement Insurance Transfer
Systery (RITS) shall report deductions and contri-
butions on Part L but shall not cite the OPM
deposit fund account.  Employer contributions
shall be chirged to the appropriation(s) from
which the employee’s salary is paid and shall be
reported on Part 11, Accounting Classification,

K. Pay Period Transmission of De-
ductions_and Contributions, Deductions and
contributions for CSRS and FERS are reported to
OPM  cach  pay period  using  procedures
described in subparagraph 090203.C.

040302, Contributions  to  State Retirement
Programs for National Guard Technicians

A, General. Do will negotiate
apreements with States for Federal employees’




Volume 8, Chapter 04

DoD Financial Management Regulation

contributions to a State or State-sponsored
contributory retirement program; and cooperate
and process agreements with each State request-
ing a withholding agreement covering techni-
cians of the National Guard for a State-spon-
sored retirement program.

B.  Procedures

1. TP.L. 90486, Section 6 (refer-
ence (c)) requires technicians who clected to
continue coverage under a State retirement plan
to make such an clection by January 1, 1969. If
a technician filed a valid eclection to remain
covered by an employee retirement system
sponsored by a State, the U.S. Government may
pay the amount of the employer’s contribution
and withhold the employee’s designated share
for deposit to the State program that becomes
due for the period beginning on or after January
1, 1969,

2. The Federal share of pay-
ments, including employer’s taxes imposed by 26
U.S.C. 3111 (reference (2)), may not exceed *he
amount that the employing agency otherwise
would contribute on behalf of the technician to
the Civil Service Retirement and Disability Fund
under 5 U.S.C. 8334 (reference (b)) and 32 C.ER.
79.5(b (reference (ae)).

3. A pemson covered under a
State-sponsored program shall not concurrently
carn credits toward retirement or receive an
annuity under 5 U.S.C. 8331-8345 (reference (b)).

4, A person who retires under a
State retirement program shall not be cligible for
any rights, benefits, or privileges to which re-
tired civilian employees of the Unijted States may
be entitled.

5 Agreements with States shall
comply with the standards contained in subpara-
graph 040302.D,

. Responsibilities

1. The Under  Secretary  of
Defense (Comptroller) shall establish policy and
procedures regarding State retirement programs
for National Guard technicians and shall update
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agreements with authorized State officials for the
Secretary of Defense, This authority may be
redelegated. Sce 32 C.ER. 79.6 (reference {ae)).

2. The Sccretary of the Army
and the Secretary of the Air Force shall coordi-
nate and imiplement the provisions of this Chap-
ter, and designate the National Guard Burcau as
the responsible agent for mainlaining existing
agreements with States and for coordinating
administrative actions, to include preparing
updated agreements.

D. Standards for Contribution Agree-
ments with Stale Retirement Programs (or Na-
tional Guard Technicions.  Bach agreement
between the Seeretary of Defense and the Gover-
nor, or other authorized State official, for em-
ployer and employee contributions to a Stale
retirement program for National Guard techni-
cians shall be completed within 120 days of
receipt of a State request, provided that:

1. State law provides for pay-
ment of employee contributions to a State-spon-
sored employee refirement system by withhold-
ing sums fram the employed’s compensation and
making payment to the official designated to
receive sums withheld.

2. The program is limited to
technicians of the National Guard,

3. Lach agreement is consistent
with 32 C.ER. Part 79 (reference (ae)) and con
taing a clause that subjects the agreement 1o any
statutory amendments oceurring, after the effec-
tive date of the agreement.

4. The agreement shall comply
with the requirements of Stale law that specify
who is cligible for such State-sponsored retire-
ment programs.,

5. The commencement date for
contributions must be specified.

0. Contribution  procedures,
filing requirements, and payment instructions
conform, when practicable, to the usual fiscal
practices of the Dol,
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7. The agreement does  not
impose requirements on the DoD that are more
burdensome than those requirements imposed
on departments, agencies, or subdivisions of the
State concerned. Except to the extent that an
agreement may be inconsistent with 32 C.F.R.
Part 7 (reference (ae)), the agreement shall
continue in full force and effect unti! amended,
modified, or terminated by appropriate authori-
ty. Sce 32 C.FR. 79.7(g) and (h) (reference (ac)).

040303. Civil Service Employees Covered By
Retirement Systems for Nonappropriated Fund

Employees

A. The Tortability of Benefits for
Nonappropriated Fund Employees Act of 1990
(Subsection 7202 of P.L.. 101-508) (reference (e)
permitted certain NAF employees to retain
coverage under @ NAL retirement plan during
employment in a position that would normally
be covered by CSRS or FERS. An employee who
clects to remain covered by a NAF retirement
plan is excluded from coverage under CSRS or
FERS for all subsequent periods of employment
including periods of service as a reemployed
annuitant. Refer to 5 C.ER. 831.201¢h), 831.204,
842,102, 842.104(s), and 842,106 (reference (1) for
additional information,

B.  The opportunity to retain coverape
under a NAF retiement plan is limited to NAF
employees who move after December 31, 1980, to
positions within the DoD or the Coast Guard
which are covered under CSRS or FERS.

C. Employees who elect to retain
coverage under a NAF retirement system will
have block 30 of the §F 50 annotated as "5-other."
The Remarks block of the SIF 50 will state that
the employee has elected to relain coverage
under a NAF retirement : stem,

D, Therearcu. rently six NAE retire-
ment plans, Employees wii - elect fo retain NAF
cuverage will continue to be covered by the plan
in effect at the time of election,

040304. Uniformed_Services University of the
Health Sciences (USUNS' Faculty Ketirement,

All full-time civilian faculty members of the
USUHS with an appointment of more than 1
year are covered under the Teachers Insurance
and Annuity Association and College Retirement
Equities Fund, which is a tax deferred retirement
plan. A total of 15 percent of the employee’s
base salary is collected for the retirement plan.
The employer (USUHS) contribution is 10 per-
cent and the employee’s deduction is 5 percent.
Collect the funds into deposit fund --X6875 and
disburse from this fund to TIAA/CREF, 730
Third Avenue, New York NY 10017,

(404 FEDERAL _INSURANCE CONTRIBU-
TIONS ACT (FICA) TAX

040401.  Authority, FICA (reference () states
that all civilian employees of the Federal Govern-
ment ave eligible to receive Social Security
and/or Medicare benefits,  See  paragraph
040406. for employees who are exempt from
Social Secarity and/or Medicare withholdings.
Wages for covered employment are taxable
regardless of the worker’s age or whether the
waorker is receiving Social Security benefits, For
purposes of this Regulation, taxes withheld
under FICA (reference (2)) will be referred to as
Sucial Security and Medicare taxes.  The term
FICA applics to the (otal taxes dedacted {or both
Social Security and Medicare.

A, Generally, civilian Fedoral employ-
eus are covered by Social Security and Medicare
or Medicare only, based on the lype of appoint-
ment. Coverage is determined by the civilian
perconnet office and is reflected on the SF 50.
Social Security /Medicare taxes are withheld on
the same entitlements, but are subject to different
wage limitations, The puidance herein applies to
both Social Security and Medicare deductions.
The taxes are shown separately on the Form
W-2, "Wage and Tax Statement.” For purposes
of determining the maximum wages subject to
Social Securily /Medicare taxes, the DoD s
considered o be one employer. Bffective with
the first pay period in calendar year 1983, Feder-
al employees under CSRS became subject to
Medicare tax.
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B. Effective January 1, 1984, new
Federal employees were subject to Social Security
and Medicare as well as retirement deductions
directed by OPM. If an employee transfers
within the DoD, the gaining civilian payroll
office must consider those Social Security / Modi-
care taxes already deducted by the Josing civilian
payroll office in order not to exceed the maxi-
mum Social Security/Medicare tax liability due
for that payroll year. When an employee trans-
fers, include Social Secuiity/Medicare year-to-
dare wages, and Social security/Medicare year-
to-date taxes in the Remarks section of the SF
1150,

040402. Compensation Subject to Social Securi-
ty /Medicare

A, Current Earnings and Allowances

1. Foremployees covered under
FICA, generally any compensation subject to
Federal income tax (without regard to exempltion
status) is subject to Sacial Securily and Medicare
tax deductions (see Table 4-1). Employees cov-
ered under CSRS are subject to Medicare fax
only, The basis for Social Sccurity / Medicare tax
deductions is the employee’s pross pay for cach
pay period.

2. In arcas outside the United
States, the gross amount upon which Social
Security /Medicare tax is computed inclades the
Canal Zone tropical differential, forvign post
differentials, and nonforeign post differentials,

B.  Backpay Awards. Employee and
employer portions of Social Security/Medicare
laxes computed for backpay awards should be
figured at the rate in effeet for the periods
covered by the corrective aclion,

040403, Tax Amounts. The tax rale percentage
and wage base limitation for Social Sccuri-
ty /Medicare taxes require separate computation
and reporting,.

A, Employee 1 xeductions. For each
pay period, deduct the applicable Social Sectiri-
ty/Medicare tax from the gross pay of cach

employee covered by Social Security / Medicare.
Discontinue these deductions when the employ-
ee’s coarnings reach the applicable maximum
limitation. Refer to IRS Circular E {relerence (1))
for the yearly update. Maximum iimitations for
prior years is listed in Table 4-2.

B.  Employer's Social Seeurity / Medi-
care Tax, The Federal Covernment musi pay an
employer’s contribulion tox cqual o the sare
rate used for ernployecs,

C.  Official Socia] Security and Medi-
care Tax Tables, Tax fables are pubiished in IRS
Circular E (reference (i)

040404, Voucher Enlev.  For cach nay period,
enter the empliovees”  dedoctinons and  the
employer’s  contributicas (o Social - Securi-
ty/Medicare taxes on the appiopriate line of the
DD Form 592, "Payroll for Personal Bervices-
Certification and Sumwmary ™ Toae emplover's
portion is charged to the some appropriation(s)
as the employee’s salaiy.

040405, Adjustments.  Adjostments e o
errors and cancellotion of pavehecks are outlined
in section U80S,

04040060, Employees Exempt from Social Seeuri-
ty/Medicare,  Tihwe following empioyers are
exempt from Sociai Security " Modicave deduc-
tions:

Ao Noncitizens e ploved outside the
Umited States, the Vigin lslands, and Puerto
Rico;

B, Inlerns, student muses, end other
student employees of Federal hospitals (except
medical and dental inlerns and cesidents) (26
U.S.CO32T(b)(6)) (refervoce (2));

C. Employers hived temporarily 1o
handle fires, storms, ecarlhquak.s, {loods, and
other similar emuergeacies and  disasters (26
U.S.C3121(bYM) (reference ()

. Civilian chaplains.  If a civilian
chaplain. wants to he covered under Sovial
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Security /Medicare, he or she must apply as a
self-employed person, or if the order in which
the chaplain belongs has made an election for its
members to be covered by Social Security /Medi-
care, then the chaplain may also be covered by
Social Security/Medicare;

E. Employees of insttumentalities of
the U.S. Government that are specifically exempt
from Social Security /Medicare by law (26 U.S.C.
3112) (reference (z)); and

F.  Title 32 National Guard techni-
cians in Massachusetls and Nevada who elected
to remain in the State Employees Retirement
System.

040407. Panama Social Security System. All
nun-U.S. citizens employed by the Panama Canal
Commission, after September 30, 1979, are cov-
ered by the Panama 5ocial Sccurity System
(Social Security Provisions of the Agreement in
Implementation of Article I of the Panama
Canal Treaty). The employee’s withholding is
7.25 percent of salary, and the employer’s contri-
bution is 12.45 percent of salary. Non-U.S, citi-
zens covered by CSRS prior to October 1, 1979,
who are employed by the Panama Canal Compa-
ny or Canal Zone Government and were covered
by CSRS, will continue to be covered under
CSRS until termination.

0405 FEDERAL INCOME TAX WITHHOILD-
ING
040501, General

A. Withholding Authority for Federal
Income_Tax. Internal Revenue Code, 26 US.C.
3402 (reference (2)), requires cach Federal Agen-
cy to withhold Federal income taxes from wages
paid to employces. The current IRS Circular E
(reference (1)) summarizes the employer's re-
sponsibilities and contains rates and tables
prescribed by the Treasury Department. Section
3306 (c)(6) of 26 U.S.C. (reference (2)) states that
services performed in the employ of the United
States are exempt from the tax imposed under
the Federal Unemployment Tax Act.
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B. Employer’s Identification Number
(EIN). An EIN is assigned by the District Direc-
tor of the IRS to identify the tax acccunts of
employers. Only one identification number per
civilian payroll office is au*horized for use in
reporting all Federal and Social Security /Medi-
care taxes. Note that the Federal taxes deducted
for PCS are not reported under the civilian
payrall EIN. The civilian payroll office has the
responsibility for the collection and reporting of
Federal and Social Security /Medicare taxes via
the Form 941. The current IRS Circular E (refer-
ence (i)) should be used for guidance to with-
hold and report Federal income tax and Social
Security /Medicare,

C. Method of Withholding, The two
most common methods for withholding  tax
provided by the IRS are the percentage method
and the wage-bracket method.  Refer to IRS
Circular E {reference (i) for information on these
two methods.

040502,  Form WH4. Statutory deductions for
Federal income taxes will be supported by Form
W-4, "Employee’s Withholding Allowance Certif-
icate," from each employee stating the number of
exemptions claimed or extra withholding autho-
rized.  Forms W-4 may be obtained from the
nearest civilian personne] office.

A.  Withholding Allowances. Anem-
ployee completes, at the time of entrance on
duty, a Form W-4, and any additional forms
required for withholding State or local taxes,
The number of allowances claimed and  the
employee’s marital status provide the basis to
compute Federal income tax withholding (FITW).
(The withholding of additional income tax in a
fixed amount is permitted when the employee
requests such withholding in writing.) If an
cemployee fails to submit a Form W-4, assume
the employee is single and has no withholding
allowances. Once filed, a Form W-4 remains in
effect until the employee furnishes an amended
certificate,

1. Permissible allowances are
described on the Fonmn W-4. Determining the
accuracy of the number of allowances claimed is
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not the responsinility of the civilian payroll
office.

2. The number of allowances
claimed on the Form W-4 may be different than
the number of exemplions claimed on the em-
ployee’s tax return. Employees may use the
worksheet on the Form W-4 to determine if they
qualify for claiming extra allowances.

B. Additional withholding allowanc-
es, as computed through use of the table on
Form W-4, may be claimed. An employee who
wants to increase the amount of tax withheld
may reduce the number of exemptions to which
entitted.  If an increase only in Federal tax
withheld is desired, the employee may request
an additional amount be withheld on Form W44,
in whole dollar amounts, regardiess of the
number of exemptions claimed. The amount of
withholding remains in cffect until changed by
the employee.

C.  Reparting Certain Forms W-4 to
the IRS. Civilian payroli offices must report to
the IRS if certain Forms W-4 are received. This
information will be accumulated in the liaison
offices and then sent to the dvilian payroll office
to be submitted with the Form 941, for cach
quarter. The Forms W-4 which are required to
be reported include:

1.  Any forms received with
move than 10 allowances claimed.

2. Any form received {rom an
employee who claims exemption from income
tax, but is expected to carn more than $400 in a
biweekly pay period.

The reports must contain the following informa-
tion: EIN; name and address of the civilian
payroll office; and employee’s name, SSN, and

address,

D. The civilian payroll office will
submit a copy of the Form W-4 currently in
effect (or make the original available for inspec-
tion), when a written request is received from
the IRS,

040503, Allowance Status Change. If an em-
ployee submits a new Form W-4, change the
withholding effective the next pay period. If an
employee claims the Form W-4 on file is errone-
ous and submits a corrected one, no retroactive
adjustment is permitted.

040504. Compensation Subject to Income Tax.
The general rule is that all wages and differen-
tials are laxable, and all allowances are not
taxable. See Table 4-1 for taxability on specific
types of compensations.

040505,  Withholding Allowances

A. Withholding Not Required. An
employer is not required to deduct and withhold
any Federal income tax from wages paid to an
employee who has certified to the employer (as
preseribed by IRS) that the employee incurred no
income tax liability for the preceding year and
that the employee expects no liability for the
current year. The Form W-4 is used by the
employee to make this certification. The employ-
ce must file a Form W-4 each year by February
15 to claim exemption from withholding,.

B, Retained Copies of Forms 941,

"Employer’s Quarterly Federal Tax Return," and

related reports,  As forms are superseded or
become obsolete, remove them from the active
file and place in an inactive file. Treasury
Department forms, ¢.g., Forms 941, Forms W4,
ete., do not have to be seat to the District Direc-
tor, IRS, However, the civilian payroll office
must show, on request, that the information is
on file as a supporting record.

040506,  Tax Tables and Tax l'vrivds, Refer to
IRS Circular E (reference (i) for the current tax
tables or applicable payroll system tax package.

040607, Adjustmeat in Tax Withheld

A, Undercollecton. If no tax (or less
than the correct amount) is withheld due to a
computing error, instruct the employee to refund
the overpayment in accordance with due process
procedures (refer to section 0803 for procedures).
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If the employee is separated, refer to section 0804
for procedures.

B. Overcollection. Tf more than the
correct amount of tax is deducted, refund the
overcollection to the employee if within the same
payroll year. Refund on the next payroll vouch-
er, if possible, or use SF 1049, "Public Voucher
for Refunds." Make an appropriate entry on the
individual pay record. Include the amount
refunded and the disbursing voucher number,
It « Form W-2 was issucd, prepare a corrected
form as stated in IRS Circular E (reference (i)).
Adjust overcollection of taxes on the current
payroll.  Enter the amount refunded, less the
current pay period”:, tax withholdings on the pay
record. Increase the normal net pay amount
accordingly and note the reason for the adjust-
ment on the pay record.

040508. Tax Pavments - Payment of Withheld
Tax

A, Tax_Collection. All FITW/Social
Security /Medicare taxes collected by the civilian
payroll office will be deposited in account -~
X6875.

B.  Accounting. The civilian payroll
office making the tax collection is responsible for
preparing the Form W-2 and issuing it to the
individual.

C. Disbursement,  The disbursing
office will disburse all taxes withheld based on
the information provided by the civilian payroll
office and the frequency of the payroll involved.
The taxes are remitted on Form 8109, "Federal
Tax Deposit Coupon,” and SF 1049 issued as a
voucher for the remittance. Remit to the FRB
head office of the Federal Reserve District where
the disbursing officer is located for deposit and
credit in the Treasury’s account, Remit amounts
withheld from wages for Federal income taxes,
Social Security/Medicare, employer’s contribu-
tions for Social Security/Medicare and a com-
pleted Form 8109 to the appropriate FRB on
payday. To expedite handling at the bank,
stamp in bold letters on the face of the envelope

uscd to mail the payment, the words "FEDERAL
TAX DEPOSIT."

040509. Resident and Nonresident Aliens

A.  Withholdingr Tax. Wages paid to
both resident and non-resident aliens for services
performed in the United States are subject to the
withholding of Federal income tax. The same
regulations, procedures, and rates that govern
U.S. citizens apply to resident and nonresident
aliens.

B. Withholding Allowanccs. Resi-
dent alicns may claim the full number of with-
holding allowances to which they would be
entitled if they were U.S, citizens. Nonresident
aliens who are residents of Canada, Mexico,
Japan, or Korea may claim the full number of
withholding allowances to which they would be
entitled if they were US, citizens.  All other
nonzesident aliens should not claim exemption
from income tax withholding, request withhold-
ing as if they are single, and claim only one
allowance, This may avoid underwithholding of
income taxes.

C. Payment of Taxes and Tax Return.
Federal income and Social Security /Medicare
taxes withheld for resident and nonresident
aliens covered in this Chapter will be included
with the total tax deposit payment and reported
on the Form 941,

040510. Lump-Sum Leave Payment Refunds

A. Refer to scction 0B08 regarding
procedures on adjustments of overpayments and
undetpayments,

B.  When *ke ~niire amount has been
collected, prepare a statement (a sample format
is shown in Figure 4-1) to be distributed as
follows:

1. The original is sent to the
employee, with one copy for cach taxing authori-
ty for which tax has been withheld from the
employex’s pay.
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2. Onesigned copy is sent to the
IRS, the State (if applicable), the city or county (if
applicable), and any other auihorized taxing
authority,

040511. Advance Earned Income Credit (EIC).
Civilian payroll offices must make advance EIC
payments to eligible employees; however, cligi-
ble employees must request payment by filing an
Form W-5, "Eatned Income Ciedit Advance
Payment Certificate," with their employing
activity, They must file a new certificate each
year.

A. Eligihility. Eligibility requirements
are shown on Form W-5 and are summarized
below:

1.  The employee’s  expected
carned income and adjusted gross income must
cach be less than the amount set by IRS for each
taxable year.

2. The tax return must be filed
as single, married filing jointly, head of house-
nold, or qualifying widow(er) with dependent
child,

3. The employee cannot be a
qualifying child of another person,

"4, Theemployee generally must
have a qualifying child, as defined in the instruc-
tions on Form W-5, living with him or her more
than half the year, including time when the child
is away at school or on vacation (the entire year
for a foster child), The child must be under the
age of 19 at the end of the year, a full-time
student under the age of 24, or permanently and
totally disabled.

5 A married child general'y
must be claimed as a dependent by the em-
ployee. However, there are special rules that
may apply it the child is the child of divorced or
separaled parents, or if the employee qualifies as
an unmarried head of houschold. See Form W-5

for details.
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B. Form W-5. On Form W-5 an em-
ployee must show if they are married. If the
spouse also has filed a Form W-5 with an em-
ploycr, use the advance EIC tables in the IRS
Circular E (reference (1)) (either the wage bracket
or percentage method table) titled "Married with
Both Spouses Filing Certificate.”

1.  Form W-5 rcemains in effect
until the end of the calendar year. Eligible
employees must file a new certificate cach year.

2. The signed form  becomes
effective with the first payroll period ending (or
the first wage payment made without regard to
a payroll period) un or after the date the certifi-
cate is received in the liaison office.

3. If an employee has given the
liaison office a signed Form W-5 and later be-
comes ineligible for the credil, the employee
must revoke the previously filed form. If the
employed’s situation changoes because his or her
spouse files a Form W-5, the eimployee must file
a new Form W-5 showing that his or her spouse
has a Form W-5 in effect with an employer.

4. If an employee has a Form
W-5 cerlifying that their spouse has a Form W-5
in effect and the spouse’s form s no longer in
effect, the employee must file a new Form W-5.

C. Amounts ' be Paid to Eligible
Lmployees

I, IRS Circular E (reference (i)
contains a biweekly payroll period table to be
used  with the employee’s biweekly  taxable
wiages to compute the advanee payment,

2. The civilian payroll office will
refer employees with  questions  about  their

cligibility for advance EIC payments to the IRS.

D. DPaying the Advance EIC to BEm-

ployees

1. The advance BIC paymer”
does not change the amount of income tas,
Social Security. or Medicare taxes that you
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withhold from erpioyees” wages. The advance
EIC payment is not compensation for services
rendered and is not subject to payroll taxes.

2 Cenerally, eraployers will pay
the amount of the advance EIC payment from
withheld income, Social Security, and Medicare
taxes, ‘These taxes ave normally required to be
paid over to IRS either through Federal tax
deposits or with employment tax returns.

3. If for any pay period the ad-
vance E1C payments are more than the withheld
income, Sucial Sccurity, and Medicare laxes
{(including the employer’s share of Social Security
and Medicare taxes), the civiliain payroil office
may:

a.  Reduee cach advance EIC
payment proportionately. (Lach payment must
be reduced by ar amuaait that has the same vatio
to the excess as e paymens has to ihe total of
all advanee payments tor the payroll period); or

L. Eledt w make full pay-
ment of die advanee LiC amount and have these
full amaunts treated as an advance payment of
the coployer’s tax liability, 10 excess FiC pay-
ments are applied against any other taxes, atiach
an explanation o tiwt tax relurn on which the
credit foir overpayment is taken,

b Keporang HIC Payments

Lo Advanee BIC payments will
be identificd on the DD Fform 592 and reported
on the Form 94t

2. The totai amount of advance
EIC payments iade during the year will be
shown on the employee’s Form W-2.

3. The amounts shown on Form
W-2 for income twax withheld (if any), Social
Security, and Medicare taxes withheld are i
affected by advance EIC payments. Likewise, no
other entries on Form W-2 are changed because
of these paymenls.

o Necordbeeping,
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1. The civilian payroll office
retaing the following:

a,  Amounis and dates of all
wage payments and advance EIC payments,

b. Dates and amounts of tax
deposits made,

c¢. Copies of Form 941
returns filed.

2. The liaison office will retain
the tollowing:

a.  The employee’s State
withholding allowance certificate. These forms
will be kept until superseded or canceled.

b.  Copies of the employee’s
Form W.5.

¢ Dates of employment,

0400 STATE INCOME TAX WITHHOLD-
ING

040001, General.  Each DoD employee shall
complete a withholding certificate for State taxes
as a basis for proper withholding. The certificate
shall specify the employee’s tax liability, place of
residence, regular place of employment, exemp-
tions and allowances, This certificate remains in
effect unlil the employee submits a new certifi-
cate. State tax withholding is required for any
Dob employee who s subject to the tax and
whose regular place of Federal employment is
within the political boundaries of ihe State tiat
has entered into an agreement with the Treasury
Department,

A.  State Income Tax Withholding

1. Withholding Authority.
Section 5517 of 5 US.C. (reference (b)) and E.QO.
11,997 (reference (s)) provides for the withinold-
ing of State and territorial income taxes from the
compensation of Federal employees if an agree-
ment has been entered into between the Secre-
tary of the Treasury and the proper official of
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the Slate or ierritory.  Employees 1nay elect to

have voluntary withholding for a State that has

not reached an agreement.

2. Agreements with_ States,
Agreements exist between the Secretary of the
Treasury and many of the States for withholding
income tax from the compensation of Federal
employees whose regular place of employment
is within the State (TFM, Part Three, Chapter
5000, Appendix 2) (reference (ag)). The civilian
payroll office will send copics of Forms W-2 to
States which have negotiated agreements with
the Secretury of the Treasury with respect to
cmployees who (1) are subject to mandatory
State withholding, or (2) may elect withholding
under a State law (TFM, paragraph 3-5070.10)
(reference (ag)).

3. Deduction for More than One
State. If the cuiployee is subject to withholding
in more than onc Stale, use separate deduction
columns or codes to identify tax remittance for
each State. The State requirements for withhold-
tng income tax may be modified by reciprocal
agreements between Stat 5. The effect of recip-
rocal agreements generally is te relieve the
nonresident emplovee of a tax liability to the
State in which employed, and to relieve the
emplover of the duty to withhold such taxes.

4. Determination of Exemptions.
Use the number of exemptions shown on Form
W-4 for withholding State taxes unless other
instructions are in Slate regulations or specified
in the agreemeni with the U.S. Treasury. In
soru instances the Treasury-State agreement or
State law permits nonresident employees  to
certify thei: ompensation is not subject to that
State’s inrome tax. When the agreement or Stawe
law contains such a specific provision, the em-
ployee’s signed statement is accepled as justifi-
cation to discontiivic withholding of State in-
come tax, and the staiement is filed with the
employee’s Form W4,

5. Conlacting Stales when a
Civilian Payroli Office js Activated or a New
Withhaolding_ A-vecement_is  Established.  To
prepare to withhiold State income taxes, the
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civilian payroll ottice will immediately prepare
a letter to the State concerned including:

a. A request for the forms
and instructions required to withhold tax, pro-
cess returns, and pay the tax.

b. A request for a State EIN
for the civilian payroll office.

¢. The approximate date
withholding will begin.

d. The name, address, and
telephone number of the civilian payroll office.

6. Determining  Employecs
Subject to Automatic State Withholding

a. Employees are normally
subject to withholding for the State in which
their duty station is located, The duty station is
usually shown on the SF 50. The duty station
also governs withholding for employees in
continual travel status. Fer an employee whose
duties are performed at a place other than the
official duty station, the place where the employ-
e regularly performs his or her duties is consid-
ered the regular place of employment for State
tax withholding purposes. '

b. Reciprocal agrecvients
between States may affect automatic withholding
according to the duty station. :

c. Inall di::putcd cases, the
civilian payroll office will:

(1) Withhold the tax;
and

(2) Advisc the employ-
ce to negotiate directly with the proper taxing

authority as to liability.

7. Voluntary Deductions of State

Income Tax

a.  When a Stete provides
for voluatary allotment withholdings, civilian
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payroll offices must withhold tax for employees
who have a legal obligation to pay. This applies
whether or not Treasury has a withholding
agrecment with the State,

(1) Employees must
request the allotment on a proper withhelding
certificate.

(2) Employee tenure
does not affect the allotment.

b. Civilian payroll offices
located in foreign areas arc not expected to
exercise sole responsibility for determining the
need for collection of State and local taxes for
assigned employecs.  Each employee must
assume that responsibility. Before a request is
submitted, an employee must be advised of the
following:

(1) Obtain assistance
from the employing activity legal staff available
to him or her; or

(2) Contact the proper
State or local income tax office as to the applica-
bility of withholding taxes while on an overseas
assignment.  Preferably, this should be done
prior to an employee’s departure from CONUS,
Once a determination is made that withholding
applices, civilian payroll offices will honor the
request.

¢.  The civilian payroll office
must comply with the agreement, regulations,
and instructions of the State concerned.

d.  The civilian payroll office
will base the allotment amount on either:

(I) The amount (in
whole dollars) set by an employee; or

(2) The  withholding
certificate filed by an employee and the State
withholding tables or formulas.
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e.  The civilian payroll office
will pay withheld State income taxes to cach
State concerned as prescribed for that State.

8. Wages Subiject to State With-
holding. All wages and salaries subject to
Federal income tax withholding are subject to
State withholding. All cost-of-livirg allowances
paid to employees in Hawaii are included as
taxable income. Severance pay per 5 U.S.C. 5595
(reference (b)) is included; however, severance
pay paid to the survivor of a deccased employee
is excluded. Nonresident employees, who under
the State income tax law are required to allocate
at least three-fourths of their compensation to the
State, shall be subject to withholding on their
entire compensation. Nonresident employces,
who under the State income tax law are required
to allocate less than three-fourths of their com-
pensation to the State, may clect o have:

a.  State income tax with-
held on their entire compensation, or

b. No income tax withheld
on their compensation (31 C.E.R. 215.11) (reter-
ence (c)).

9. Amountof State Withholding
and Personal Withholding Allowance Forms

a.  The civilian payroll office
will withhold amounts based on personal ex-
emptions and either:

(1) The State withhold-
ing tax tables; or

(2) Percentage or for-
mula methods in accordance with the proper
withholding agreement,

b.  Generally, the tax with-
held, after subtracting proper exemptions and
allowances, should not be less than:

(1) The amount set in
the State withholding tavle; or
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(2} The amount deter-
mined by the percentage or formula metned pre-
scribed.

¢ Tucavilian payroil office
may use the employee’s Form W-4 to determine
State withholding in place of State Tonas o
{1} The withholaing
agreement authorizes it and

2) The Diaie anao Feaee-
al exemptions allowed are {iw same,

d.  Employees must file a
State employee withhoidny, exen;sion certificate
if:

() Exemplions  ander
State law are not the same as under | ederal aw;
o

(2} The State yequizes
the use of a svparate forni.

10, Swate Exerittion Ceriicaies,
Employees are nornally subjed @ mandatory
withholding under Treasucy-State withilolding
agreemends; however, an cinployce may clanw
exemption frone withholding  uader  cevwain
cornditions. Civillan payrolf offices sildi:

a.  Requaire the wse of Sute-
furnished tax exenipbon cestificates, i available.
b, Give the designawd
official of the taxing State the followiag informa-
tion (on requesty abost employees  clairiiag,

exemption:

(l) N,
(2)  SSR.

(3} The basis dor the
claimed exemption.

11, Accounting  for  Withheld

Taxes

1)

a. Employee Pay Records.
vhe civilian payrell voffice shall record the
amounts withheld cach pay period on an em-
puoyed’s pay record whoen o special payment
ceeurs, otherwise the systens will automatically
update an employee’s records,

b, Deposit Accounts. The
civilian payroll office shall:

(13 List the total of
wibiis ' Sigte taxes as "State Taxes" under
Payroli Suaunary on DD Fornt 592.

{2) Deposit the total in
deposti fund acceunt -X6275, Withheld State
worme Taxes.  (This account will be credited
regacdless of the employing activity of the
empioyee; nowever, taxes deposited in the
deposii fund account of the Corps of Engincers
sivil Function will be aredited to 96X6070).

¢ Enor Torrections, The
dvilian puyroll office should correct a clerical
crrar inade inthe prior pay period to the current
ceteadar yeae if the cmployee is still on the
payroll. it the error resulted in the underdeduc-
tion of withhe!d taxes, due process procedures
wili br followed o collect the overpayment. If
the error resulted in the overdeduction of with-
held faxoes, the amount of the overdeduction will
be mfunded to the employee on the next regular
peyroll cycle, Tawe civilian payrol] office will not
uldice wny adjustment if:

(1) The employee is no
luigzee on the payroll; or

(2) The error was in a
picr calendar year,

d. Paying Ouat Withheld

Taxaos

(1) Frequency. Civilian
payroll offices will comply with the State’s
cursent ax ki, winether paymenl s required
biweekly, monthly, or quarterly. (Current laws
nia et agomn those ciled in Treasury-State
agrocmients executed in the past),  Civilian
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payroll offices will not make payments more
often than required.

(2) Paymentidentifica-
tion. The disbursing officer will issue checks on
the basis of the SF 1049 that the civilian payroll
office prepares. The civilian payroll office must
prepare required tax payment documents.

12. Balancing State Wage and Tax

Information. The civilian payroll office will
balance the amounts reported on the Forms W-2
or magnetic tape to each State with year-to-date
control totals for State taxes withheld and State
taxable wages, These amounts must be balanced
before Forms W-2 are distributed to employees
and forwarded to the States.

13. Change of Address. Employ-
ces must furnish a change of address to the
Haison office as needed.

14. Collection _of  Delinquent

Taxes. The civilian payroll office will not collect
delinquent State taxes,

15. Notice to Employees. Agen-
cies shall advise their employces that informa-
tion returns will be sent to State and other taxing
authorities of the employee’s State of residence
(and, in some cases, employment) where such
authorities  have requested  the  information;
huowever, only information properly -eleasable
under the Privacy Act (reference (e)) shall be
refeased. The notice should  point out thal
emplovees may have {ncome tax liability to these
taxing jurisdictions.

16, Recordkeeping

a.  The civilian  payroll
offices shall keep the following records of State
tax deductions:

(1) EIN assigned by the

State.

(2}  Amounts and dates
of all wages subject to State tax withholding,.
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(3) Names, addresses,
and 5SNs of employecs.

(4) Copies of returns
filed.

b. The liaison office shall
keep the following:

(1) The employee’s
State withholding allowance centificate. These

forms shall be kept until superseded or canceled.

(2) Copics of the em-
ployee’s Form W-5,

3)  Fmplovment dates,

17, Annual Form W-2 Reporting.
Refer to subparagraph (090207.C. for procedures,

18. Official State and Territory
Codes and Abbreviations. The official abbrevia-
tions and State codes for all the States of the
United States (including D.C)) and U.S. posses-
sions and territorics are listed in Table 4-3. No
other abbreviations or codes will be used.

040602, Guam or the Northern Mariana Islands
Federal Income Taxes, Refer to TEM, Part Three,
Chapter 4000, Section 4085 (reference (ag)) for
procedures,

040603,  Puerto_Rico Taxes
A, The US. Court of Appeals issued
a decision on October 19, 1994, that invalidated
the Department of the Treasury withholding
agreement with Puerto Rico.

B. The decision does not relieve
Foederal emplayees of their tax liability to Puerto
Rico. The effect of the Court’s decision is that all
Federal agencies making. wage payments fo
Federal employees in Puerto Rico must withhold
Federal income taxes on those payments in the
same manner as  they did prior to the
withholding agreement with Puerto Rico, even
though Puerto Rico rather than the United States
is entitled to income tax on those payments,
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0407 CITY AND LOCAL INCOME AND
EMPLOYMENT TAX WITHHOLDING

040701. Withholding Authority. Section 5520 of
5U.S.C. (reference (b)) and E.O. 11,997 (reference
(s)) authorized withholding of city, county or
employment tax from compensation of Federal
employees who are subject to tax and whose
regular place of Federal employmens is within
the city which entered into a proper agreement
with the Secretary of the Treasury. Withholding
is also required if the employee is a resident of
the local tax authority.  Each DoD employee
shall compiete a withholding certificate for city
or local taxes as a basis for proper withholding.
An out-of-state employee’s consent to have city
or local taxes withheld is also required when
applicable.

A.  An agreement must be reached
between the Seeretary of the Treasury and the
applicable city, counly or local taxing, authority
before withholding is required (TI'M, Pait Three,
Chaptrr 5000 Appendix 3) (refecence (ag)). The
agreement provides for mandatory withholding
of income or employment tax from the compen-
sation of Federal employees whose regular place
of employment is within the city or county or is
a resident of the city or county. Generally, this is
based on where employees report for work, In
the case of employees who perforns their services
other than where they report, the regular place
of employment is where the empaoyee regutarly
performs his or her services.

B.  Administration of City and County
Withholding  Agreements.  Civilian  payroll
offices shallapply policies and follow procedures
as prescribed for States. Wages subject to man-
datory city and county withholding:

1. Basic wages. All wages and
salaries subject to Federal inconie tax withhold-
ing are normally subject to city and county
withholding. Severance pay paid to an employ-
ee is included; however, severance pay paid to
the survivor of a deceased employec is excluded.

2. Mandatory withholding

a.  The civilian payroll office
shall withhold tax from wages of Federal em-
ployees who reside in cities or counties that have
eniered into withholding agreements.

b.  The civilian payroll office
shall withhold tax from the wages of Federal
cemployees whose regular place of Federal em-
ployment is within @ city or county if they are
subject to tax. If the employee resides in a
different State than that in which the city or
county is located, he or she is exempt from
mandatory withholding,.

¢.  The Federal employee’s
regular place of employment is usually the
employee’s official duty station which is shown
on the SF 50. If an employee actually performs
service at a location other than the official duty
station, that location will be considered  the
regular place of eimployment,

d. Services performed
outside a city or county.  Many local ordinances
tax only wages for services performed within the
city or county; in most cases, this applies only io
nonresident employees. An employes eligible to
exclude part of his or her annual income under
such provisions must submit a  withholding
certificate that specifies the amount or percent-
age, The civilian payroll office shall then reduce
withholding accordingly. If the employee does
not file a certificate, the civilian payroll office
shall withhold tax based on his or her total
compensation,

Note: Civilian payroll offices shall not make on
adjustment in withholding if the employee
performs less than 25 percent of his or her
scrvices outside the city or county.,

040702,  Voluntary Withholding of City or Local
Tax

A, Nonresident  Employees. An
employee who does not reside in the State in
which the city or county (place of employment)
is localed is exempt from mandatory withhold-
ing; however, if there is an agreement between
the city or county taxing autnority and the
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Treasury, the civilian payroll office may with-
hold tax with the employee’s consent.  The
employee must submit a withholding certificate.

B. Allotment for Voluntary Deduc-
tion. An employce har ihe option of making a
voluntary allotment for the payroll deduction of
taxes of their city or county of residence if they
are employed outside that location. The fact that
taxes are withheld for the city or county of
employment does not affect the employee’s
voluntary allotment.

1. An employee may make a
voluntary allotment for withholding even though
the city or county does not have a withholding
agrecment.

2. The civilian payroll office
shall set the allotment amount on the city or
county withholding method or deduct a whole
dollar amount set by the employee, The employ-
ee must submit a proper withholding certificate,

C. Accounting for Voluntary With-

holding. The civilian payroll office shall account
for voluntary tax deductions as prescribed for
mandatory withholdings.

D. Amount of Withholding

1. The civilian payroll office
shall withhold tax based on:

a.  The proper city or coun-
ty tax withholding rate set in the city or county
instructions;

b.  The prescribed percent-
age or formula method; or

¢ Computation of a sct
amount to be deducted from the employee’s pay
each pay period.

2. The civilian payroll office
shall deduct an amount, at a minimum, nearly

equal to the tax required by the city or county,

040703. Withholding Certificates

A.  Employces must submit a with-
holding certificate; they must provide the liaison
office with all the information needed to proper-
ly deduct city or county income taxes. 1f an
employee does not furnish a  certificate, the
civilian payroll office shall withhold tax at the
highest level that applies to that employee's
annual wages; however, the civilian payroll
office shall not withhold any tax from wages of
an out-of-state employee until they submit a
form consenting to withholding.

B. Employing activities may use a
withholding or exemption certificate furnished
by a city or county if it provides all required
information, If it does nol, employing activities
may use TFS Form 7311, "Employec’s Withhold-
ing Certificate for Locai Taxes.”

C.  Liaison offices may furnish copies
of the employees” withholding forms to the city
or county on request; however, only information
properly releasable under the Privacy Act (refer-
ence (¢)) shall be released,

040704, Accounting for City and County Man-
datory and Voluntary Withholdings

A, The cdvilian payroll office shall
record amounts withheld each pay period in the
employcee’s pay records when a special payment
occurs; otherwise, the system will automatically
update an employee’s record.

B, Deposits.  The civilian  payroll
office shall make a onedine entry on the DD
Form 592 as follows:

1. Enter "Withheld City (or
County ) Income Tax" below State or territorial
tax and the total amount withheld cach pay
period.

2. Ciedit the withheld tax to
deposit fund account --X6275 for city and county
tax.

C.  Correcting Errors. Civilian payroll
offices shall apply the same instructions applica-
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ble to the withholding of State taxes, Refer to
subparagraph 040601,A.11.c. for procedures.

D. Paying Out Withheld Taxes.
Civilian payroll offices shall apply instructions
for State tax.

E. Annual Form W-2 Reporting.
Refer to subparagraph 090207.C. for procedures,

040705. Recordkeeping

A. Civilian payroll offices shall keep
all records of city or county income tax deduc-
tions. Records should include the:

1. EIN assigned by the city or
county;

2. Amounts and dates of all
wages subject to city  or county tax withholding;

3. Names, addresses, aixd SSN of
employees;

4. Dates and amounts of city or
county tax paid; and

5. Copices of all returns filed.
B.  The employing activity shall file
withholding authorization certificates for city tax
deductions in a file for cach employee until

superseded or canceled.

0408 FEDERAIL __IEMPLOYEES  HEALTH
BENEFITS (FEHN)

040801, General

A, Statutory Authority. The FEHB
Program, authorized by P.L. 80-382 (reference
{©)) and 5 U.S.C. Chapter 89 (reference (b)) as
amended, provides for health insurance to
protect civilian employees against the cost of
hospital and doctor care in case of sickness or
accident, The cost of the insurance is shared by
the employee and the enployer. OP'M specifies
the amount which the employer contributes
towards the cost of cach type of enrollment. The

employee pays the remainder of the cost through
withholdings from their salary. The employece’s
participation in the program is voluntary.

B. Enrollment, Change of Enrollment,
and Cancellation. The SF 2809 is completed by
the employee to enroll, not to enmll, change
enrollment, or cancel enrollment of FEHB cover-
age.  An employee may elect to cancel FEHB
coverage at any time.  The civilian personnel
office reviews SFs 2809 and, if they are properly
completed, forwards two copies to the civilian
payroll office for processing.  The SF 2810,
"Notice of Change in Health Benefits Enroll-
ment," is used for employees whose civilian
payroll office changes, and by the employing
office to terminate enrollment, reinstate enroll-
ment, or change the name of the enrollee,

C. Effective Dates. Unless otherwise
noted, enrollments and changes to enroliments
become effective the first day of the pay period
that beging after receipt of an SF 2809 in a civil-
ian personnel office. An employee must be ina
pay status at least part of the pay period preced-
ing the effective date of enrollment or change, 1f
an employee was not in a pay status during this
preceding pay period, an enrolliment becomes
cffective on the first day of the pay | eriod after
the return to pay status. Effective dates of "open
season” enrollments and changes in enrollment
are set by OP'M.  Report any discrepancies in
establishing effective dates to the dvilian persone
nel office.

. Contact with Carricrs. The civilian
payroll office is th: point of contact with the
insurance carriers concerning names and num-
bers of enrollees under a carrier’s Tealth benents
plan. The carrier’s copies of SFs 2809 and Sl's
2810 should be sent to the appropriate carior
(with an SF 2811) on a daily or weekly basis,
depending on the volume in the civilian payroll
office. Under no circumstances should SPs 2809
and SFs 2810 be accumulated for longer than |
week, nor should they be delayed 1o coincide
with applicable payroll deductions.  Before the
carrict’s copics of Sbs 2809 or Sbs 2810 are
transmitted, the civilian payroll office should
verify that the payroll action required by the
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form can be taken, e.g., that the employee was in
a pay status somctime during the pay period
preceding the effective date, if the pay status
requirement is applicable to the action being
taken.

E. Liaison. Civilian payroll offices
must maintain appropriate liaison with the
civilian personnel offices or liaison offices to
ensure prompt action in processing and solving
any problems. Answers to carriers about person-
nel actions must be verified with the civilian
personnel office or the liaison office before a
reply is made to the carrier.

040802. Deductions and Contributions

A, Enrollment Codes, A three-digit
enrollment code is designated by OI'M to identi-
fy health benefit plans.  The first two digits
identify the plan and the third digit identifies the
options, such as high or standard option and self
anly or self and family option.

B.  Employee Deductions

1. Withholdings. Deductions for
full-time employees are made cach pay period
except as discussed insubparagraphs 0408:12,8.3,
and 040802.B.4. The amount to be withheld is
determined by the rate applicoble to the plan,
option, and coverage selected,  The benefits,
biweekly deduction, and other major featares of
cach participating plan are deseribed in ihe
brochure for that plan.  Refer to the Federal
Employees Health Benefits Handbook for Per-
sonnel and Payroll Offices (reference (h)) for a
description of the types of plans offered. The
formula provided in the Federal Employees
Health Benefits Handbook for Personnel and
Payroll Offices (reference (W) is used to compule
cmployee and employer biweekly deductions
and co:tributions for employces, such as teach
ers, who are paid an annual pay in less than 26
pay periods. Deductions are started only ai the
beginning of a pay period,  Bffective dates of
termination of enrollment or coverage are oul-
lined in the Federal Employees Health Benefi
Handbook for Personnel and Payroll Offices,
Subchapter 89 (refegence (h)).

2. Partial Premiums. Partial
premiums are not authorized except for employ-
ees who transfer to another Government agency,
employees who retire and are eligible to contin-
ue FEHB or die and there apparently is a survi-
vor ¢ligible to continue the enrollment, or em-
ployees whose ecnrollment is terminated or
reinstated because of entry into, or return from,
military  service. Refer  to  subparagraph
040802.8.8. for the proration of deductions.
Otherwise, the full withholding must be made
for each pay period even if an employee is in a
pay status for only a part of the period.

3. Insufficient Salary for With-

holding. If an employee’s salary is not enough
to cover the full withholding, nothing is with-
held. The requirements are the same as during
a nonpay status, If no FEHB premium is with-
held from the employee, the Government contri-
bution is forwarded to OP’M immediately, If the
Government contribution has been forwarded to
OPM on the SF 2812 and an adjustment is re-
guired in a subsequent pay period because of
late receipt of the FEHB cancellation, appropriate
changes must be made to the DD Form §92 and
the SE 2812,

4,  Withholding While in Non-

pay Status

a. If an employee is in a
nonpay status for the entire pay period, the
employee’s portion of the FEHB premium must
still be paid in order to maintain coverage.
Payment can be made by check, money order, or
payroll deduction from subsequent earnings.
Any FEHB premiums collected during a period
of leave without pay (LWOP) pending disability
retirement or OWCE should be refunded if the
disability retirement or OWCI is approved. The
amounis due will be collected from the disability
retirement or OWCP,

b.  The payroll system must
produce a listing of enrolled employees with no
deductions for FEHB. One copy of the listing
should be retained and one copy should be sent
to the civilian personnel office. The civitian
personnei office prepares the notices to each
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employee in accordance with instructions in the
Federal Employees Health Benefits Handbook for
Personnel and Payroll Offices, paragraph 520-2b
and in Exhibit 20 (reference (h)). If an employee
does rot respond, it is presumed that coverage
is to be continued. The employee should be
advised of any withholding from pay, if possible,
befo. ¢ the withholding occurs, and the employee
should be given an opportunity to sct a reason-
able installment raice to liquidate the indebted-
ness. Any amount Jdue accumulated over 4 pay
periods or less immediately preceding the cur-
reat pay period, can be collected without an
employee’s consent. The civilian payroll office
should note payments received or payroll deduc-
tions withheld. Payments should be recorded in
the OPM deposit fund for FEHB premiums. If
the employee separates, the amount an employee
owes should be offset against any entitlements
due. [If pay is not sufficient to cover the debt,
O'M Form 1522, "Request for Offset for Past
Due Health Benefits Premiums from Monies
Payable under the Civil Service Retirement
System," should be used to offsel  against
CSKS/FERS.  There is no minimum amount
subject to offset.  Payments will be withheld
when the aanuity begins. If any payments have
been made by the employee, they should be
refunded.

¢.  The date of last with-
holding and amouat due should be showrdin the
Remarks section of the SF 1150 when an employ-
ce transfers and owes for FEHB premiums,
Amounts due from employees transfereing o or
from another civilian payroll office can be col-
lected and  reported to OPM by the gaining
civilian payroll office,

d.  An employee who s
retroactively restored to duly after an erroneous
suspension or removal may have his or her
enrollment reinstated retroactively, or may enroll
in the plan and option of the employee’s choice,
the same as a new employee. If the employee
elects to bave the enrollment reinstated retroac-
tively, payroll deductions for the period of
suspension or removal must be made from the
retroactive pay adjustment. Government contri-

butions are also required as though the suspen-
sion or removal had not occurred.

e.  Anemployee may elect,
within 60) days, to continue health insurance
benefit coverage for the entire period while inan
authorized LWOP status to serve as a full-iime
officer or employee of a labor organization. If
this clection is made, the cmployee pays his or
her share of the premiums, through the civillan
payroll office, with the employing activity mak-
ing the Government contributions (Federal
Employces Health Benefits Handbook for Per-
sonnel arnd Payroll Offices, Subchapler $8)
(refevence (h)).

f.  An cmployee granted
LWO!D while temporarily assigned to a State or
local government or to an institution of higher
education may continue the coverage for the
duration of the assignment. The employee must
pay his or her siare of the premiums, through
the civilian payroll office, with the employing
activity making the Government contributions.

g Anemployee transforred
to an international organization with the consent
of his or her agency may continue health benefit
coverage for the duration of the transfer. The
employcee pays his or her share of the premiums,
through the civilian payroll office, with the
employing  activity making the Government
contribulions,

5. Withholding From Lump-Sum
Leave (LSL) Payment. No health benetits deduc-
tions are made from the LSL payment, This does
not apply o collections for indebledness,

0. Cancellation of Coverage, An
employec”s cancellation of enrollment is effected
by forwarding an SF 2809 to the civilian person-
nel office, The effective date of aancellaticn of
enrollment is the last day of the pay period in
which the cancellation is reccived by the civilian
personnel office. See 5 CER. 890.304(d) (refer-
ence (1)).

7. Deductions Withheld Upon
Transfer. An employee’s enrollment and cover-
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age continues without change when the employ-
ce transfers from one civilian payroll office to
another without a brezk in service of more than
3 days. Prorate withholdings and contributions
in accordance with subparagraph 040802.B.8.

8. Four-Day Rule. The follow-
ing illustrates the four-day rule for proration of
deductions. Shown on the left is the number of
calendar days between the transfer date and the
preceding or next pay period.  Shown on the
right is the withholding rate to be used by the
losing and gaining civilian payroll office,

0-3 none
4-10 weekly
11 - 14 biweekly

9. Mass Transfers, When a
sroup of 25 or more empioyees enrolled in the
same plan are to be transferred on the same day
from one civilian paywoll office to another,
separate transfer-out and transfer-in forms need
not be prepared. A list may be prepared and
attached to one SF 2810 documenting the mass
transfer-out. Copies of the same list attached to
the SF 2810 should be used by the gaining
civilian payroll office to process the mass trans-
fer-in,

10. Withholding Upon Retinepent
or Death. If an employee retires and is eligible
to continue enrollment as an annuitant, or dies
and there is a survivor eligible to continue
enrollment, as determined by the civilian person-
nel office, the losing civilian payroll office makes
withholdings and contributions, subject to the
four-day rule, as for any other transfer between
civilinn payroll offices.  If there is no eligible
survivor or the annuitant is not cligible to con-
tinue enrollment, a full deduction is withheld.
Wilthholdings are made by OPM beginning with
tke effective date of the annuity.

11, Withholding Upon Termina-
tion for Military Service or Reinstatement. If an
employcee’s enrollment is terminated or reinstat-
cd because of entry into, or return from, military
service, prorate withholdings and contributions
under the four-day rule as applied to transfers.

The cffective date of the action to be used as a
basis in prorating is the date of entrance into, or
return to duty from, the military service.

12. Retroactive Changes in Enroli-
ment. If an employee retroactively changes from
family to self only, adjustments should be pro-
cessed in accordance with paragraph 040807,

C. Emplover Contributions

1. The Government’s contribu-
tion must be paid cevery pay period during
which an employee’s  enroliment  continues,
whether the employee is in a pay or nonpay
status, ‘The Guvernment’s contribution should be
submilted as soon as it becomes due, that is,
with the other deductions and contributions
forwarded on the SF 28132, for the same pay
period in which the coverage continued (Federal
Employees Health Benefits Handbook for Pes-
sonnel and Payroll Offices, Subchapter S20)
(reference (h)).

2. Scee OPM's Schedule of Sub-
scription. Charges  for conbribution rates  for
full-time employees.  Charge the tolal to the
same appropriation from which the salaries of
the emiployces are paid.

D. Withholdings and Contributions
for Pavi-Time Employees. P.L. 95-437 (Federal

Employees Part-Time Career Employment Act of

1978) (reference (¢)) provides that part-time

employeces subject to the act may elect coverage
under FEHB.  However, the law requires that
certain part-time employees will pay notonly the
regular deduction for health benefit coverage but
alsa a portion of the Government's contribution.
The civilion personnel office determines if the
employee is exempt from the provisions of this
law regarding proration of the Government's
contribution, If the employce is not exempt, the
amount of the Government’s contribution s
based on the proration of the number of hours
the part-time employee is scheduled to work, as
indicated on the SE 50, compared to the number
of hours worked by full-time employees. See 5
U.S.CL8906(b)(3) (reference (b)), The following,
example is provided:

Q
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1. A part-time employee is
scheduled to work 50 kours per pay period.

2. Hours worked by a full-time
employee are 80 hours per pay period.

3. The total health benefit premi-
um per pay period is $51.55 of which $24.03 is
the employee's share and $27.52 is the Govern-
ment’s share.

4. Divide the hours a par.time
enmployee is scheduled to work (50) by the hours
a full-time employee is scheduled to work (80) to
determine a factor (6250).

5. Multiply the Government's
contribution ($27.52) by the factor (.6250) to
determine the Government’s contribution for the
pari-time employee ($17.20).

6,  Subtract the Government's
contribution for the part-titne employee ($17.20)
from thu total health benefit cost ($51.55). The
diiference s the pay period deduction for the
part-time employee,

E. Temporary Employces. P.L.
100-054 (Federal Employees Health  Benefits
Amendments Act of 1988) (reference (v)) pro-
vides FEHB coverage for certain temporary
employees. Generally, for a temporary employee
{0 be cligibie for coverage, the employee must
have completed 1 year of current continuous
employment, excluding any break inservice of 5
days or less, Civilian personnel oftices deter-
mine the eligibility of temparary eraployees for
FEHIR coverage. Once enrolled, the law requires
that temporary employees with FEHB coverage
pay both the employee and Governmenti share of
the health benefits premium. Civilian personnel
offices must include the following statement in
the Remarks section on the SF 2809: "Temporary
employee eligible under 5 US.CL 8906a must pay
the full premiur amount with no Government
contribuijon.” Civilian payroll offices will report
the total premium withheld irom the pay of the
enrollee to OPM via the 5F 2812, Since the full

premium s deducted from the pay of the

caolle, it will be reported in the "withholdings”

field on the "Health Benefiis" line of the SF 2812,
This amount will also be included in the
amounts classified by enrollment code on the SF
2812 (6 U.S.C. 8906a) (reference (b)),

F.  Temporary Continuation of FEHB
Coverage

1. P L. 100-654 (reference (¢))
also provides temporary continuation of FEHB
coverage to eligible individuals. These individu-
als are former employees, former spouses, and
children of current or former employees or of
annuitants. The civilian peesonnel office deter-
mines the cligibility of these individuals for such
continued coverage. The Direet Premium Kemit-
tance Systom operated by the National Finance
Center (NFC) in New Orleans, LA, provides
insurance services for cnrollees participating in
the FEHB under L. 100-654 {reference (@) and
P.L. 98-615 (reference (¢)). W s a centralived
bitling, collection, and reporting system operated
by WIC. Tarticipation in NFC's system elimi-
nates the necessity for civilian payroll offices to
process transactions related to FEHB premiums
for these enrollees NYC also pravides ceport
data t0 OPM related to the SiF 2812, SF 2812-A,
and OPM Forin 1523, "Supplemental Semiannual
Headeount Report.” See 5 US.C. 8905a {refer-
ence (1)),

2. Section 443d of 'L, 102484
(reference () and £ USC B965a(d) (reference
(1)) allow cligible Dol cwiployees sepavated by
REE to continue their heasit beinefils coverape at
the rates paid by curreni Fedenl employees,
Dol pays e Governowent share ard the 2
percent administeative ciarge. This provision
applies to separations on or after Qctober 23,
1992, through September 30, 1997, o through
January 31, 1998, if specific Kl separation notice
was given by Sepaembeg 50, 1907,

V40803, Payrol] Processing,

A, Registration o Enruoil

1. Upon receipt of the SE 2809
signilving eorollmeni:




DoD Financial Management Regulation

Velume 8, Chapter 04

a. Verify that the cffective
date of enrollment meets the requirement that
the employee was in a pay status before the
beginning of the current pay period. Also make
sure that the effective date of enrollment or
change of ewrollment is the first day of a pay
period and cancellation of an enrollment is the
last day of the pay period. If there is any vari-
ance from the above, return both copies of the SF
2809 to the civilian personnel office or the Haison
office with appropriate notation.

b.  Enterthe civilian Payroll
Office Number under part F, item 4, of the form.

2. Distribute the SF 2809 as
follows:

a.  Send the copy of the SF
2809 to each carricr concerned. If it is known
that the employee will not be in a pay status
during the pay period before the normal effec-
tive dale, keep the SF 2809 until the employee
returns to a pay status and the effective date of
enrollment can be determined.

b, Separations before enroll-
ment becomes effective. 1fan employee who hag
filed an SF 2809 relires, dies, or is otherwise
separated, except by transfer, before the effective
date of enrollment, his or her registration is void.
Under such circumstances, note in the Remarks
section of the SF 2809, "Employee separatod
(date), (reason)." If the carrier’s copy was al-
ready transmitted, print "VOID" across the face
ot the original SF 2809 and mail it to the carrier.
When the SF 2809 was not sent to the carrier, or
the registration was not to enroll, destroy all
copies of the SF 2809, In all instances, note the
action on the pay record,

c.  Change in enrollment.
Changes in enrollment may be processed on
either an SF 2809 or an §F 2810, Process the SI
2809 as in 040803.A.2.a. and b. Upnn receipt of
an SF 2810, make the necessary adjustments in
the payroll system and complete the SF 2811,
"Transmittal and Summary Keport to Carrice,"
report number, and the payroll action boxes in
the Jower right-hand corner of the form. Distri-

bution instructions are printed on the back of the
payroll copy of the SF 2810.

B. To terminate enrollment, send a
copy of the SF 2809 to the carrier concerned,

040804. File. The SFs 2811, along with the
supporting SFs 2809/2810, are filed in a single
file. Destroy the copy of the SF 2811 originally
retained and file the copy returned by cach
carrier, Carviers usc the Remarks section of the
returned copy of the SF 2811 to report any
discrepancies.  Clear all such discrepancies
before filing the SF 2811, If an enrolled employ-
ce cancels coverage, file the SF 2809 in the
employee’s file. If an employee transfers or is
separated, file the SF 2809 (and SF 2810, if appli-
cable) in a separate file. For disposition, file the
SF 2809 (and SF 2810) for retired and deceased
employees in a separate file and destroy 6
months after the date of separation.

(40805, Entries on the Payroll Voucher, Em-
ployee deductions and employer contributions
shall be reported separately on the DD Form 592,
Part [, Payroll Summary. Civilian payroll offices
reporting to OPM via hard-copy SF 2812 shall
cite the OPM deposit fund account 24X8135.8 for
the deductions and contributions on Part L
Civilian payroll offices reporting to OPM via
RITS shall report deductions and contributions
on Tart 1, but shall not cite the OPM deposit
fund account.  Employer contributions shall be
charged to the appropriation(s) from which the
cmployee’s salary is paid and shall be reported
on Part 11, Accounting, Classification.

040806, Pay Period Transmission of Deductions
and Contributions to OPM. The deductions and
contributions for health benefits are reported to
OPM each pay period using the procedures
described in paragraph 090203,

040807,  Adjustment of Errors

A.  Underdeduction, Anoverpayment
as a result of the underdeduction of FEHB
premiums is exempt from due process for up o
4 pay periods immediately preceding the current
pay period (5 C.ER. 550.1104(c)) (reference (1)).
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FEHB premium underdeductions of more than 4
pay periods, for any amount, are subject to due
process. See paragranh 080302, for pracedures.

B. Overdeduction. if more than the
correct FEHB premium is deducted, refund the
overdeduction to the employee and adjust the
cmployer contribution during the next pay
period.

(40808, Panamanian Program

A. Non-U.5. citizens employed in
Parama by the U.5. Government may clect to be
covered under this program. Biwecekly, withhold
one percent from the employee’s salary; the
Panama Canal Commission’s contribution is an
amount equal to the maximum biweekly Govern-
ment contribution for the Federal Employee’s
Health Benefits Act (reference (o)),

B.  Withholdings and contributions
are collecied into a deposit fund and disbursed
from this fund to the payee on the agreed dates.

040809, Disability Insurance for  Uniformed
Services University  of _the Health  Sciences

(USULES)

A, Full-time faculty and staff mem-
bers of the USUHS, School of Medicine, not
cligible for coverage under the CSRS/FERS
program, are covered under a Disability Insur-
ance Program.  The cost of the coverage 1s
shared equally by the employer and employee,
Monthly premium rates are based on the average
of salary and age for the entire group covered.

B. Deductions are made from the
employee’s pay and collected into a deposit
fund. Disbursements (rom the deposit fund are
miade monthly to Teachers Insurance and Annu-
ity Association/College  Retirement  Equities
Fund, 730 Third Avenue, New York, NY 10017.

0409 FEDERAL EMPLOYEES GROUP LIFE
INSURANCE (FEGLI)

040901,  General

116

A. TheFederal Employeces Group Life
Insurance (FEGLI) Act of 1954 (reference (¢)) (5
U.6.C. Chapter 87) (reference (b)), as amended,
provides life insurance coverage for Federal
employces and their families.  Under this pro-
gram an employce may elect basic insurance in
which the Government shares the cost,

B.  Three types of optional insurance
for which the employee pays the entire cost are
also available. Refer to paragraph 040904. for a
description of each type of optional insurance.
The Federal Employees Group Life Insurance
Handbook for Personnel and Payroll Offices
(reference (x)) provides details on life insurance
coverage for Federal employees,

(40902, Basic Insurance

A, An employee can have basic life
insurancg and accidental death and dismember-
ment insurance cach in the following amounts:

1. Ifannual pay i $8,000 or less,
the employee is insured for $10,000.

2. If annual pay is more than
$8,000, the employee is insured for an amount
equal to the sum of the annual salary, rounded
to the next highest thousand, plus $2,000 up to
the maximum amount, which is equal to the pay
of Executive Level 11,

B.  The annual pay on which an
employee’s basic insurance deduction is based is
his or her annual pay as fixed by applicable law
or regulation, Included in this base pay are;

1. Nightshift differential pay for
wage grade employees.

2. Environmental  differential
pay for wage grade employees.

3. Tropical differential pay for
Government employees in the Republic of Pana-
ma,

4. Annual premium pay percent-
age for standby time.

&)
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5.  Annual premium pay percent-
age for irrcgular, unscheduled overtime for law
enforcement officers.  See 5 C.ER. 870.302(c)
(reference (1)),

C. Theannual pay of a part-time em-
ployee is the basic salary appiicable to his or her
tour of duty in a calendar year. For example, an
employee who has a salary rate of $8,000 a year
and is employed half-time would have anannual
salary of $4,000 for insurance purposes. See
subparagraph 070301.C.3. for additional informa-
tion, Also sce 5 C.F.R. 870.302(c) (reference (1)).

D. Multiple rates -- regular schedule.
For life insurance purposes, the annual pay of
employees who are regularly scheduled to work
at different pay rates such as day and night
rates, two positions at different rates for cach,
ete,, is the weighted average of the rates at
which the employees are paid, projecied to an
annual basis. For example, the annual pay of an
cmployee who is paid $3.87 per hour on a day
shift and $4.08 per hour on a night shift and
who is regulurly scheduled to work 8 months on
day shift and 4 months on night shift is $3.87
multiplied by 1,391 hours plus $4.08 muitiplied
by 696 hours, or $8223; the weighted hourly
average then is $3.94, which when multiplied by
2,087 hours produces the same result. A regular
schedule may exist even though the schedule
varies within a year or even within a pay period.

E.  Multiple rates -- no regular sched-
ule. For life insurance purposes, the annual pay
of employees who work at different pay rates,
but not o a regular schedule, is the annual rats
which they were receiving at the end of the pay
period, or in the event of death or dismember-
ment, the annual rate they were receiving at the
time of the death or accident,

040903,  Withholding Schedule for Basic Cover-

age. The cost foe basic insurance is shared by
both the employee and the Government,  The
Government contributes one third of the totai
cost for basic insurance. See Table 4-4 for the
effective rates.

040904. Optional Insurance

A.  Ancmployee who has not waived
basic FEGLI coverage can purchase additional
optional life insurance plans. The employee
pays the entire cost. Credit amounts deducted
for optional insurance coverage to the same
deposit fund account as regular FEGLL. The
premium rate for optional coverage is increased
the first day of the pay period beginning on or
after January | of the year following the one in
which the employee’s birthday for the next age
group occurs. See Table 4-5 for the withholding
rates.  An employee may elect optional life
insurance coverage provided:

1. The employee is enrolled for
basic insurance coverage;

2. Theemployee has filed an SF
2817, "Life Insurance Election," electing the
optional insurance;

3. Anuncanceled declination of
optional insurance is not on file.

A covered employee may elect to stop or reduce
optional insurance coverage al any time, al-
though the opportunity to clect or increase
multiples is strictly limited,  If an employee
cancels basic insurance, all optional insurance is
automatically canceled.

B.  Types of Optlional Life Insurance

1. Option A - Standard Optional
Insurance. Generally, the only amount of stan-
dard optional life insurance available is $10,000.
The standard optional insurance may exceed
$10,000 for those employees whose basic cover-
age is capped by the salary for Level T of the
Exccutive Schedule.  This occurs ondy if the
combined total of the basic insurance amount
and the $10,000 for this option is less than the
employee’s annual basic rate ot pay (the rate
actually payable).  The amount of standard
optional insurance is then automatically in-
creased to an amount which, when combined
with the basic insurance amount, will equal the
amount of the employee’s basic rate actually
payable (rounded to the next higher thousand
dollars, if not an even thousand). For exampie,
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the maximum amount of basic insurance is
$136,000. An employee at Level I of the Execu-
tive Schedule is actually paid $148,400. That
individual’s standard optiunal insurance is
515,000 ($148,400 rounded up to $149,000 minus
$134,G00 equals $15,000 available in standard
~ptional coverage). The premium for the extra
$5,000 in coverage is prorated on the premium
otherwisc appiicable to the $10,000 in coverage.
If an emplcyec states in writing that he or she
does not want the higher amount of Option A,
that employee may retain the $10,0600 amount.

2. Option B - Additional Option-
al Life Insurance. An employee may elect Op-
tion B - Additional in an amount equal to une,
two, three, four or five times the annual basic
pay (after rounding to the next $1,000). The
maximum amount of basic pay to be used is the
actual rate of annual basic pay payable for Level
II of the Executive Schedule under 5 U.S.C. 5313
(reference (b)).

3. Option C - Family Optional
Insurance. An employee may elect Option C -
Family to cover ‘eligible family members™
§5,000 for a spouse and $2,500 for each depen-
dent child. The withholdings do not vary based
on the family size. ‘

040905, Enrollment  Status _ Codes, An
employee’s life insurance enrollraent status is
indicated on the SF 50 bv use of the codes in
Table 4-6.

040906. Premium Withholding

A When to Withhold Premiums.
Deductions will be made from an employee’s
salary when the employee is in a pay staius for
all or part of a pay period. If the salary is
insufficient tc permit all payroll deductions, the
order of precedence shown in paragraph 040201,
shall be used. For new employees, deductions
shall begin with the pay period in which cover-
age begins as follows:

1. Basic insurance. Coverage is
effective on the first day in pay and duty status.

2. Optional insurance (all types).
Coverage is effective the first day in a pay and
duty status on or after the date the election (SF
2817) is received in the civilian personnel office.

3. When an employee waives
basic insurance, cancels any or all optional
insurance, or reduces the number of multiples
under additional optonal, coverage and deduc-
tions stop or are reduced effective the last day of
the pay period in which an SF 2817 is properly
filed. Sce 5 C.F.R. 870.204(a) (reference (1)).

B. Retroactive Adjustments. Retroac-
tive adjustment to recover deficiencies in deduc-
tions for prior periods because of LWOP shall
not ! e made. Effective after October 20, 1972, it
an employee is retroactively restored to duty
with pay aftir an erroneous suspension or
removal, there will be no life insurance with-
holding made from the retroactive pay adjust-
ment for the period of suspension or separation.

However, if death or dismemberment occurred

during the period of suspension or separation,
insurance proceeds shall be paid and premiums
withheld from the back pay. When an employee
receives a retroactive within-grade increase (one
which was delayed beyond its proper effective
date through administrative error or oversight)
and it results in an increase in life insurance
premiums, the insurance deductions shall be
applied retroactively.

C. Withholding  During _ Nonpay

Status

1. Ifanemployee isin a nonpay
status for an entire pay period, no withholdings
for that pay period are made from future salary
payments. An employee keeps insurance cover-
age without cost while in a nonpay status for up
to 12 continuous months from the last date of

pay.

2. Employces granted LWCP
while assigned to a Staic or local government, or
to an institute of higher learring may continue
insurance for the period of LWOP.  The
employee’s share of the premiums are paid to
the civilian payroll vifice and that office pays the
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Government contribution.  Employces  trans-
ferred to international organizations and employ-
ees on approved LWOP to serve as full time
officers or employees of an international organi-
zation may continue coverage for the period in
LWOPD statis. Employees must pay or arrange
to have yaid on their behalf, to the civilian
payroll office on a current basis, the employee
withholding and the Government contributions
to cover the premium eost for the entire period
of LWOP. Premiums for any pay period are
considered currently paid if received before,
during, or within 1 month after the end of the
pay period. Advance payments may be accepted
at regular intervals in multiples of the amount
due cach pay period.  Any excess advance
pavments resulting from death, retirement, etc,,
are refunded. The beginning date of premiums
payable by the emploayee is the first day of the
pay period following the one for which with-
holdings of the premiums were made.  The
ending date is the last dav of the pay period
before the employer returns to a pay status.

1. Withholding White Emplovee is
Receiving Office _of Workers” Compensation
Program (OWCT) "ayments

1. Anemployee keeps basic life
insurance (not accidental death and dismem-
bermieni) without cost if:

& On the day basic insur-
ance would otherwise end, he or she is receiving
benefits under the FECA because of discase or
injury and is held by the Department of Labor to
be unable to return to duty, and

b, The employee does not
convert to an individual policy.

2. An employee may  keep
optional life insurance (not accidental death and
dismemberment) while receiving compensation
from QWCP if clipible to continue basic insur-
ance and if, in addition, optional insurance has
beer in force for net less than:
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a.  The full period or peri-
ods of service during which optional insurance
was available to the employee; or

b.  The 5 years of service
immediately preceding the date the employee be-
comes entitled to compensation. Withheld from
compensation is the full cost of optional insur-
ance for any period before the first of the month
following the employee’s 65th birthday during
which an insured employee or former employce
receives compensation.

3.  An employee who qualifies
for compensation benefits remains insured as an
employee until such coverage ends because of
separation or completion of 12 months in a
nonpay status. When coverage as an employee
stops for either of these reasons, the employee
may convert the insurance to an individual
policy, but the civilian personnel office should
inform the employee of the right to have the life
insurance continued while receiving compensa-
tion and unable to return to duty.

4. OWCP collects for ail life
insurance including, basic. OWCP will make no
optional insurance withholding if the employee
receives compensation for less than 29 days.

E. Withholding  During Nonpay
Status, Employee Accepts Temporary Employ-

ment in Another Position. 1f an insured employ-

we entitled to free insurance for up to 12 months
while in a nonpay status accepts a temporary (or
other) appointment to another position in which
he or she would normally be excluded from
insurance coverage, insurance (basic or basic and
optional) continues in the temporary position.
The amount of basic insurance is based on the
greater of the two selary rates.  The $10,000
minimum applies. Withholdings must be made
from pay in the temporary position, The civilian
personnel office is responsible for determining if
the employee is insured in the first position and
to indicate appropriate withheldings. Upon
termination of the temporary appointment, the
insurance coverage reverts to the employee’s
coverage under the first nonexcluded position.
If on termination of the temporary position the
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employee has been separated from the first
position, the employee’s insurance ends subject
to the 31-day temporary extension of coverage.
If on termination the employee is still on LWOP
from the first position, the coverage under the
first position continues until the employee is
separated or the end of the 12 month nonpay
status. If the employee served 4 consecutive
months in the temporary position, a new 12-
month nonpay period of free insurance begins.

F.  Withholding  From Lump-Sum

Annual Leave Payments, No insurance premium
is withheld from the lump-sum payment.

G.  Withholding From Employees Paid

an Annual Salary on a School Year Basis, A full
annual insurance premium deduction for educa-
tors is required. Compute the biweekly deduc-
fion for those employees not paid vach pay
period of the year (20 or 27 times) as follows:

1. Multiply the biweekly deduc-
tivns rate based on the salary bracket by 20.

2. Divide this total by the num-
ber of pay periods in the school year,

3. Round the total in 2. above to
the nearest cent. This is the biweekly insurance
deduction.

040907, Entries on the Payroll Voucher, Em-
pinyee deductions and employer contributions
shall be reported separately on the DI Form 592,
Part I, Payroll Summary. Civillan payroll offices
reporting to OPM via hard-copy SF 2812 shall
cite the OP'M deposit fund account 2481358 for
the deductions and contributions on Part L
Civilian payroll offices reporting to OPM via
RITS shall report deductions and contributions
on Part [, but shall not cite the OPM deposit
fund account. Employer contributions shall be
charged 1o the appropriation(s) from which the
employee’s salary is paid and shall be reported
on Part [, Accounting Classificaticn.

040908, Adjusting Errovs

A, Current Emplovees

1.  Overdeduction. When
amounts have been erroncously withheld from
the salary of an employee, refund the errancous
withholding the next pay period. This automati-
cally corrects the excess Government contribu-
tion involved.

2. Underdeduction of FEGLI
premiums of 4 pay periods or less immediately
preceding the current pay period, are exempt
from due process (6 C.F.R. 550.1104(c) (reference
(1)). Underdeductions of FEGLI premiums after
4 pay periods, for any amount, are subject to due
process. See paragraph 080302. for procedures,
Government contributions  shail be  adjusted
when payment is received from the employee.

B.  Separated Employees

1. When an  adjustment  in
withholdings is necessary for a separated em-
ployee, process il in the final salary payment to
the employee or, if deceased, to the employec’s
beneficiary or estate,

2. I a valid claim for refund of
deductions is received from a separaied enploy-
ce, process it on a regular payroll on which
FEGLI deductions are more than the refund
amount,

C,  Adjusiment to Proper Appropria-
Hon, Be sure to adjust the correct appropriation
when there is a change in fiscal years between
the processing of the erroneous payroll and the
processing of the payroll on which the adjust-
ment is made, Credit the Government contribu-
Hon for a prior year appropriation on DI Form
592 under "Other" (itemize) and explain,

040009, Pay Period Transmission of Deductions
and Contributions. Deductions and contribu-
tions forlife insurance are reported to OPM each
pay period using the procedures described in
paragraph 090203,

040010, Waiver of Insurance

A.  Istablishment and Kevocation of

Waiver When notification of waiver is received

—e
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from an insured employee, discontinue with-
holdings beginning with the next pay period.
When the waiver is canceied, the withholding
applies for the full pay period in which the
waivet is revoked.

B. Canceling Waiver or Declination.
A waiver or declination of insurance coverage
remains in effect until canceled, even if the
employee transfers to another agency or is
reappointed after a break in service, The SF
2822, "Request for Insurance--Federal Employees
Group Life Insurance Program,”" must be com-
pleted by the employee and forwarded to the
civilian personnel office.  The employee must
submit an 5F 2817 to the civilian personnel office
within 31 days of approval of the SF 2822,
Coverage will be effective the first day the
employee is in a duty status on or after the day
the SE 2617 is received.

1. Basic Insurance

a.  Anemployee may cancel
A waiver of basic insurance ifs

(1) At least 1 year has
clupsed sinee the effective date of such waiver;
and

(2) The cemployee
furnishes satisfactory evidence of insurability (un
SE 2822 1o the civilian personnel office). See 5
C.ER, 870.204 (reference (1)).

2. Option A - Standard. An
employee with basic coverage may cancel
dedlination of Option A by meeting the same
conditions required to cancel @ waiver of basic
insurance  per subparagraph 040910.B.1. The
employee must submit an SF 2817 requesting
Uption A to the civilian personnel office within
31 days of approval of the SF 2822, Coverage
will be cffective the {irst day the employec is in
a duty status on or after the day the SF 2817 is
roceived.,

3. Option B - Additional
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a.  An employee with basic
coverage may cancel a declination of Option B -
Additional by meeting the same conditions
required to cancel a waiver of basic insurance
per subparagraph 040910.B.1. An election of less
than 5 multiples under Option B - Additional is
a declination of the multiples over and above the
number elected. When the employee meets the
requirements to cancel a declination of Option B
- Additional, enrollment is effective per subpara-
graph 040910.A.

b.  An employee may also
elect Option B - Additional due to a change in
family status. The number of multiples cannot
exceed the number of family members acquired.
To do so, the employee must clect Option B -
Additional within 60 days (normally) following
marriage or acquisition of a child.

¢ An employee nmay in-
crease Option B - Additional by multiples due
to a change in family status.  ‘The number of
additional multiples clected cannot exceed the
number of family members acquired. To do so,
the empioyee must clect the increase within 60
days (normally) following marriage or the acqui-
sition of a child,

d.  An clection of, or in-
crease in, Option B - Additional, breause of an
event i subparagraph 040910.B3.b. or ¢, be-
comes effective the first day the employee actual-
ly enters on duty (ina pay status) on or after the
day the civilian personnel office receives the 8K
2817,

4, Option C - Family, Emplov-
ces who have basic life insurance may cancel o
declination of Opiion C coverage due to any of
the following events: marriage, acquisition of an
unmartied dependent child, divoree, or the death
of a spouse.  Federal regulations (5 CH.R.
B73.205(a)) (reference (1)) state that the clection
must be filed with the employing office no later
than 60 days fullowing the date of the event
permitting the election. This means that the SF
2817 may be submitted before and in anticipa-
tion of the qualifying event. Elections submitted
in advance of a qualifying, event become cffective
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on the date of the event, as long as basic insur-
ance is in force on that date. Elections submitted
within 60 days after the qualifying event are not
retroactive,

040911. Canceling Optional Insurance. The em-
ployee may cancel optional life insurance at any
time without waiving, basic life insurance; how-
ever, if the employee cancels basic life insurance,
all optional insurance is automatically canceled.

040912, Continued Protection for 31 Davys.
When basic or optional insurance, or both,
terminates except by waiver or declination, the
employee continues to have life insurance pro-
tection (not accidental death or dismemberment)
for 31 days. Thereafter, this 31-day temporary
extension is automatic, Thiere is no extension of
protection when insurance stops by waiver or
declingtion. See 5 CER, 870501, 871.501,
872.501, and 873.501 (reference ().

040973, Office_of Jederal Employvees” Group
Life Insurance (OFEGLI Requests for Pre-Pay-

ment Verification,  Civilian payroll offices will

cooperate with the OFEGLL when it requests pre-
payment verification.  OVECLI is required to
obtain verification before making payment to
beneficiarivs ol enrolives with $200,000 or more
of FEGLI coverage. When secking pre-payment
verification, OFEGLI will ask for the insured’s
current salary, annual sala=y @f different), and
details on enroliment in optional insurance, if
applicable.

0410 NATIONAL GUARD ASSOCIATION
OF UNITED STATES (NGAUS) INSURANCH
TRUST PROGRAM

(041001, National Guard technicians may partic-
ipate in this program as authorized by an agree-
ment between the Secretary of Defense and ihe
Staie or territory (5 U.5.C. 5518) (reference (b)),
Biweekly deduction rates depend on the cover
age selected and the age group of the employee.
Deductions will be applied to the following
accounts:

A, --X6875 - Withhe!d Employee
Contributions, State or Territorial  Disability
Benefits,

B. --X6875 - Withheld ¥Empleyee
Contributions, State or T'erritorial Death Benefits,
The funds collected are disbursed Lo ihe proper
payee on agreed dates,

041002, When an employee converts from a
title 32 to a title 5 appointment, the NCAUS
insurance must be terminaled since the employee
would no longer be cligible for the disability
rortion of the plan,

0411 COLLECTION Qif DEBTS DUE THE

UNITED STATLS

(041101, The DoD shall pramptly collect indebt-
edness due te United States in accordance with
the law and applicable regulations, Section 5514
of 5 US.C. (mference (bY), as implemented by
DoD Directive 7045.13 (referenee (v3) and Vol-
ume 5, authorizes collection of indebtedness
from those civilian emnloyees who are indebted
to the United States,  Generally the amount
deducted nay not exceed 15 percent of the
employee’s disposable pay unless weitten con-
sent is provided by the employee for a greater
percentage to be deducted. Rever to Chapler 8
for further procedures on indebtedness,

0412 GARNISHIMENTS

041201, Child Support and Alimony

A, Authority,  Section 059 of 42
U.S.CL (reference (aa)) provides consent by the
United States for garnishment and similar pro-
ceedings for enforcement of child support and
alimony obligations against civilian employecs,
Court-ordered parnishment under this section
~tall be deducted from the employee’s pay. See

ey

5 CF.R. Part 581 (reference (1)) for guidance,

B, Pay sSubject to Garnishmeni.  All
monies ¢ ue active civilian employees, the entitle-
ment to which is based upon remuneration for
employmenl, are subject 1o court-order parnish-
ment or attachment. The term "remuneralion for
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employment” means all compensation paid or
payable for personal services performed by an
individual, wherher such compensation is de-
nominated as wages, salary, commission, bonus,
pay, or otherwise, and includes, but is not limit-
ed to, those items set forth in 5 C.F.R. 581.103
(reference (1)), Monies paid as reimbursement,
normally defined by law or regulations as al-
lowances, awards paid for making suggestions,
and injury compensation payments are not
deemed te be "remuneration for employment”
and are, therefore, not subject o gurnishment.
Deductions not subject to garnishment are as
follows:

1. CSRS/FERS,

2. Social Seeurity and/or Medi-
care,

3. TSI contributions,

4. Fuderal income taxes (not
including additional withholdings unless the
employee presents evidence of a tax obligation
which supports the additional withholding),

5. FEHB,
0. FEGLI (basic only),

7. Indebtedness due the US,
Governnien: excepl where the employee’s debt
is for chili - upport and the amount owed the
United Statee results from an income tax lien or
levy,
tax

K. State  income and

city [local employment tax, and

9. Otherdeductions required by
law or regulations to be withhetd,

C. Maximum Percentage of Dispos-
able Weekly Pay Subject to Garnishment.  The
term "disposable pay" means the amount of any
pay which is due or payable to an employee as
‘remuneration  for employment"  minus  the
deductions listed in subparagraph 0412018, The
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following maximum percentages apply (5 C.FR.
581.402) (reference (1)):

1. If an employee is supporting
a spouse or a dependent child (other than the
spouse or child whose support is required by the
garnishment  order), 50 percent of  such
employee’s disposable weekly pay is subject to
garnishment,

2. lfanecmployee is notsupport-
ing a spouse or dependent child (other than
those named in garnishment order) 60 percent of
such anployee’s disposable weekly pay is sub-
jeet to garnishment,

3.  An additional 5 percent of
disposable weekly pay is subject to garnishment
in cach case if the outstanding arrearages are
over 12 weeks old,

4. If the applicable law of the
State from which the legal process was issued
exempts a lesser percentage of the employee’s
dispusable weekly pay, that percentage of earn-
ings will be subject to garnishment,

D.  PProcedures

1. CourtOrder Forwarded to the
Civilian Payroli Office.  The civilian payroll
office will withhold from the employee’s pay in
compliance with the court order as prescribed in
paragraph 080702, The civilian payroll office
should consult with the servicing DFAS General
Counsel’s office prior to making any payments
on a file where proper service, as defined in 5
C.ER. Part 581 (reference (), as amended, has
not been accomplished,

2. Onc-time Payment,  1If the
garnishment involves a one-time payment, the
amount due will be processed on the next regu-
lar payroll.

7. More Than One Payment. If
the garnishment order involves more than one
payment, an involuntary deduction for the
amount(s) shown in such order shall be estab-
lished by the tiscal officer or other appropriate
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official of the activity maintaining the payroll
record, Payment shall be made to the party
named in the legal process.

4. Deduction  Termination.
Cancellations are automatic on the date of sepa-
ration from the DoD, upon death of the employ-
ce, or upon notification to the civilian payroll
office that the legal process is terminated.
Deductions may not be voluntarily stopped by
the employee.

5. Payroll Procedure.  Deduc-
tions for child support and/or alimony payments
shall be made by the civilian payroll office cach
pay period as directed.  Deductions shall be
taken in accordance with the order of precedence
in paragraph 040201,

6. Recording Deductions. The
civilian payroll office shall establish deduction
data within the employed’s payroll record. The
total amount of all garnishments processed for
the current pay period shall be indicated on the
DD Form 892, All remittance records shall be
forwarded to the secvicing disbursing officer,

041202, Commercial Debts

A.  Authority. Effective February 3,
1994, 5 U.S.C, 5520a (reference (b)) authorizes
the garnishment of Federal civilian employeces’
wages for commercial debts, Authorization from
tie iegal review organization is required prior to
the garnishment becoming cffective.  Interim
regulations are found at 59 Federal Register
14,541, March 29, 1994 (reference (af)).

B.  Pay Subject to _Garnishment, A
maximum of 25 percent of an employee’s dispos-
able pay may be used to satisfy garnishments for
commercial debts,  The term disposable pay
means the amount of any pay due or payable to
an employee as remuneration for employment,
minus the deductions listed in subparagraph
041201.8. I the total deductions for child sup-
port and alimony equals or exceeds 25 percent of
an employee’s disposable pay, a deduction for
commercial debt will not be processed. Further,
limitations on the amount to be garnished are

found in 5 C.FR. 582402 (reference (1)) pub-
lished at 59 Federal Register 14,544, March 29,
1994 (reference (af)). There is no maximum
amount for gamishment for State or local tax
obligations, or for bankruptcy.,

C. Prucedures

1.  All orders for commercial
debis shall be sent to the DEAS-Cleveland Center
legal review oftice (DFAS-CL/L) for processing
except for those categories found in Appendix A
to Part 582 of 5 C.F.R. published at 59 Federal
Register 14,544-14,545, March 29, 1994 (reference
(af)).

2. For employees serviced by
DCPS and DBMS, DFAS-CL/L will review and
input the garnishment deduction information,
For employcees serviced by other civilian payroll
systems, DFAS-CLL/L will review and then for-
ward the civilian commetcial garnishment action
nolification to the appropriate civilian payroll
office for input.

3. Deductions may be withheld
as a fixed biweekly amount or as a percentage
amount, but not both, provided it docs not
exceed the amount discussed in subparagraph
041202.B.

4,  Current procedures shall be
used for the disbursement of the garnishment.
The return check process shall also follow exist-
ing procedures. The requirements of the court
order regarding disbursement of funds will be
followed.

5.  Administrative Fee

a.  An administrative fee
shall be collected from the employee’s pay on
the first pay period the gamishment is deducted.
An administrative fee may be assessed for each
case if more than 1 commercial debt exists.

b.  The administrative fee is
not subject to the 25 percent rule. If an employ-
ee s ina nonpay status, the court order shall be
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returned by DFAS-CL/L with no action taken
and the administrative fee shall not be charged.

c¢. If a court amends a gar-
nishment order, an additional administrative fee
may be charged.

6. As with all other garnish
ments, deductions for commercial debts shall be
handled on a first in, first out busis, These
deductions shall be made by the civilian payroll
office each pay period as directed. Deductions
shall be taken in accordance with the order of
precedence in paragraph 940201, Care must be
takent to process these garnishments as quickly
as possible to ensure payment occurs before
termination of the garnishment,

7. The total amount deducted
for gamishments during the payroll eycle shall
be reflected on a separate line on the D Form
592,

8. A commercial debt may ke
recived with a termination date. Payroll deduce-
tions shall be discontinued st the end of the pay
period in which the termination date falls. 1f the
termination date does not fall on the last day of
ithe pay period, no proration of deduction shall
be required. If the account is in escrow, the total
amount withiheld shall be disbursed based on the
termination date.

0413 BANKRUIMCY
041301, General.  Section 1325 of 11 U.S.C.

(reference (ab)) permits an indebted individual
who has a regular income to file a Wage Carner’s
Plan designed to liquidate all or part of a cred-
itor's claim. When a plan has been approved,
the court may order the DoD to pay all or part
of those wages to a trustee for the debtor, The
law waives the Federal Government’s sovereign
immunity for purposes of compliance with
payroll deduction orders issucd by the U.S.
bankruptcy courts.  Accordingly, the civilian
payroll office shall honor these orders,  Ques-
tions regarding a particelar case should be
referred to the Office of General Counsel. See
paragraph 080703, for additional information.

As a general matter, placing paymtents ordered
by the bankruptcy court in the order of prece-
dence in paragraph 040201. shall conform with
the bankruptcy court’s requirements. There are
two exceptions:

A. If a bankruptcy court orders that
a certain amount of net pay shall be paid an
employce vepardless of deductions, then:

1. The amount of the net pay
shall be dedvcted from gross pay first, Remain-
ing deductions shall then be withheld in accor-
dance with paragraphs 040201. and 040202,

2. Deductions based on gross
pay (for example, Social Security/Medicare
deductions which are calculated by multiplying
applicable portions of the gross pay by a re-
quired perceniage) shall be computed on appli-
cable portions of the full gross pay, that is, gross
pay before subtracting court-ordered net pay.

B.  Inindividual cases, the bankruptey
court may mandate that a sum be deducted each
pay period or monthly under a different order of
precedence or without providing an order of
precedence. In those situations when a different
order of precedence is mandated, the court’s
order shall be followed. If there is a question of
conflict or nonpayment, the civilian payroll
offices shall contact the designated trustee by
telephone,

0414 ALLOTMENTS
041401,  Voluntary Deductions. An allotment or

an assignment of pay, or a modification thereof,
shall be requested in writing by the person from
whose pay the deduction will be made. This
request shall show the authority under which the
allotment or assignment is permitted, the amount
to be deducted, the period of time over which
the deduction is to be made, and the name and
address of the allottee or assignee. Employees
shall request voluntary allotments from their pay
consistent with the allotments authorized in
paragraph 041402, See 5 C.ILR. 550.301-550.381
(reference ().
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041402. Authorized Allotments.  Allotments
may be made in accordance with the eligibility
criteria specified in paragraph 041404, for the
following purposes:

A. Support of relatives ordependents
of the allotter.

B. Savings.

1. Unrestricted as to allottee.
Two such allotments at any one time may be
authorized an employee whose place of employ-
ment is within the continental United States.
Employces stationed outside the continental
United States may make as many allotments as
they want. The eligibility criteria are specified in
subparagraph 041404.A.

2. Allotted to a financial organi-
zation for credit to a savings or checking account
of the allotter as authorized by I-TFM 3-9000
(reference (ag)). Any employee whose place of
employment is within the continental United
States, may authorize allotments to any U.S.
bank, savings bank, savings and loan association
or similar institution, or Federal or State char-
tered credit union. Allotments must be in fixed
whole dollar amounts, minimum $1, to be de-
ducted in cach successive pay period and must
not exceed two such allotments per employee at
any one time, Monies thus credited to the
allotter’s account (savings ur checking) may be
used for any purpose in accordance with the
desires and direction of the allotter as long as
that purpose does not circumvent any statute,
L.O. or other applicable regulation. A completed
SE T199A  including the endorsement of the
financial institution serves as the request and
authority for the allotment.

C.  Payment of commercial insurance
premiums on the life of the allotter.

D. Payment of U.S. Gevernment Life
Insurance or National Service Life Insurance
premiums.

126

E. Voluntary liquidaticn of indebted-
ness to the U.S, Government, including volun-
tary payment of back taxes.

F.  Repayment of loans obtained for
the purchase of a home or automobile.

G. Tayment of certain State and
District of Columbia income taxes when an
employece has a legal obligation to pay, but the
agency has no legal obligation to withhold, as
authorized by 5 C.F.R. 5501351 (reference (I)).

H. Payment of certain city and/or
local taxes when an employee has a legal obliga-
tion to pay, but the agency has no legal obliga-
tion to withhold, as authorized by 5 C.ER.
550.351 (reference (1)),

L. Payment of labor organization
dues as authorized by DoD Directive 1426.1
(reference {ah)),

1. Allotment  Authorization,
Any cligible employee has the right to make a
voluntary allotment for the payment of dues to
not more than one eligible labor organization,
An EF 1187, "Request and Authorization for
Voluntary Allotment of Compensation for Pay-
ment of Labor Organization Dues," shall be used
to request and auvthorize an allotment of pay.
Such alletments shall become cffective the first
pay period beginning after receipt of the proper-
ly executed SF 1187,

2. Amount of Employee’s De-
ductions,  Unless the negotiated agreement
specifies otherwise, the procedure for setting and
changing dues rates shall be as {ollows. When
the amount of an employee’s dues is stated on
an SF T187 in terms of an annual amount (cover-
ing a period of 12 months), the figure shall be
divided by 26. When an amount is stated in
terms of a monthly amount, the figure shall be
multiplicd by 12 and the result divided by 26.
This amount shall remain unchanged wustil the
appropriate official in the labor organization
cerlifies that the amount of the regular dues has
changed. Upon input, the civilian payroll office
shall begin to withhold the certified amount of
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the dues on the first complete pay period for
which the deductiors are made or a later date if
requested by the labor organization. When an
employee is in a nonpay status for an entire pay
period, withhol:ing shall not be made to cover
that pay period from future earnings nor shall
the employee deposit the amount which would
have been withheld if the employee had been in
a pay status during that period. If an employee
is in a nonpay status for only a part of such pay
period, and the salary is not sufficient to cover
the full deduction, none shall be made.

3. Termination of Allotments

a.  An employee may sub-
mit a request to revoke the allotment for the
payment of union dues at any .me; however,
such revocation shall be effective only at the
beginning of the first pay period which begins
on or after the T-ycar anniversary of the effective
date of the employec’s initial allotment ot union
dues.  Thereafter, revocation of an allotment
shall be effective at 1-year intervals. (Previously,
dues could be revoked at ¢-monih intervals,
Negotiated agreements providing, for G-month
revocation periods can be continued and may
still exist,  In such situations, revocation shall
occur at the beginning of the first pay period
after the termination dates of the 6-month inter-
vals which commonly are March 1 and Septem-
ber 1.)

b.  Dues withholding proce-
dures are negotiable to the extent they are con-
sistent with applicable law and regulation. This
includes  bargaining on yearly intervals  for
revoking dues and the date from which the 1-
yuar interval is measured. Activities are respon-
sible for + rtifying the effective date of dues
rovocations,

¢.  AnSE 1188, "Revaocation
of Vuiuntary Authorization for Allotment of
Compensation for Payment of Labor Organiza-
tion Dues," shall be used by an emplovee to
voluntarily revoke an allotment.  However, a
written request for revocation of an allotment
which is otherwise in order and signed by the
employee shall be accepted and acted upon, even
nugh it is not submitted on a SF 1188, Unless

the collective bargaining agreement provides
otherwise, the employing activity is responsible
for furnishing the SF 1188 to employees upon
request.

d. Allotments of all union
members are terminated automatically when the
union loses its eligibility for exclusive recogni-
tion. Termination shall be effective at the begin-
ning of the first pay period after notification is
received concerning the loss of recognition.

e.  Anallotmentis terminat-
¢d when an employee is suspended or expelled
from union membership. Termination of dues
shall be effective at the beginning of the first pay
period after written notification is received that
an employec was suspended or expelled from
membership,

f.  Anallotmentis terminat-
ed when an employee is no longer a member of
the exclusive bawgaining unit, e.g., an employce
separates from the employing activity or s
promoted to a supervisory posilion, Termination
of dues shall be effective with the final pay
check or at the beginning of the first pay period
after notification that an employee left the exclu-
sive bargaining unil, as appropriake.

. Dues  allotments  may
continue for a reasonable time where a question
arises as to whether an exclusive bargaining unit
remaing appropriate or needs to be clarified, or
whether an employee left the bargaining unit,
The need to clarify a unit, or determine its
appropdateness, could arise where the unit is
impacted by @ transfer of function or reorganiza-
tion and could require the gaining organization
to continue dues withholding.,  Termination of
duus would be cffective at the beginning of the
first pay period after notification is received
concerning the resolution of the representational
question,

J.  Charitable coniributions to a CFC
as authorized by DoD Directive 5035.1 (reference
(ai)) and DoD) Instruction 5035.5 (reference (af)).
See 5 C.F.R. 550-341-550.342 (reference (1)),
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1.  An employee may initiate a
CFC allotment only when employed in an arca
in which a CFC authorized by OPM exists.
Generally, employees scrving under an appoint-
ment of 1 year or less may not make an allot-
ment, Suchan employee may make an allotment
when an official of the employing agency de-
cides that the employee will be employed long
enough to jusdfy it. This includes part-time and
inter;aittent employees who are regularly em-
ployed.

2. Employees or CFC agents
must submit completed authorization forms for
the CFC allotment to the liaison office by the
date cstablished by the liaison office each year;
bowever, if forms are received after that date,
they should be accepted and processed.

3. Anallotment must e colun-
tary, based on the employee’s written avthoriza-
tion, Authorization forms in standav! formai
shall be printed by the CHC campaign organiza-
tions at cach location and shall be Aistributed to
employees along with other campaign mawerials
at the time charitable contr®! ttions are solicited.

4. Allotmeats must be l-year
term allotments. They must start with the first
full pay period starting in Junuary and ~nd with
the last pay period starting in December. An
employee not oa duty for 1 full year can submit
an allutment if he or she has enough service time
remaining to make it practical. Three months or
more 1s a reasonable period {or an allotment,

5. Fmployces shall make a
single allotment of an equal amount to be de-
ducted cach pay period during the year. The
minitmum amount is $1.00 biweekly or $2 if pa.d
on a monthly basis.  Amounts deducted for
teachers paid for less than 1 year will be aceeler-
ated for the term of employment. No change of
amounts can be authorized during the term of
the aliviment; however, an employee may volun-
tarily discontinue the allotment (in writing) at
any time. If the allotment is canceled, it cannot
be reinstated,

6. If an employee transfers
within the DoD during the 1 year tertm of the
allotment, the allotment continues unless the
transter is to or from an OCONUS area.

K. Purchase of savings bonds. Em-
ployees can have the maximum number of
savings bond allotments that the payroll and/or
bond accounting system can accommodate.

1. An employee shall authorize
an allotment for the purchase of U.S. Series EE
Savings Bonds on SBD 2104, "A«thorization for
Purchase and Request for Change United States
Series EE Savings Bonds." An 8BD 2104 may be
obtained from the nearest civilian personnel
office. The SBD 2104 shall remain in elfect until
caneeled or changud in writing,  Reguests for
savings bonds allotments that are otherwise
complete but fack the payee’s SSN shall not be
processed.,

2. Tayroll Deductions.  US.
Series EE Savings Bonds wilh a minimum face
value of $100 may be purchased through payroll
deduction. The minimum payroll deduction for
these bonds is $5 per pay period.  Amounts
greater ihan $5 per pay period may be estab-
lished if that amount divides evenly into the
total purchase price of the bond(s). I the cam-
ings for a given pay period do not cover the
authorized bond deduction, do not take the
ded wetion for that pay period,

3. Dating Bonds. A bond s
dated as of the first day of the month in which
at least one-haif of the purchase price is accuimu-
lated, regardless of the number of payroll deduc-
livns ceaquired to complete the full purchase price
for issuance of the bond. This provision permits
the purchase of larger denomination of bonds
without loss of inferest, Fhe full purchase price
must be deduacted before the bond is issued,

4. Authorization and Discon-
tinuance,

a.  Employee completes and
submits SBD 2104 to:
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(1) Authorize payroll
deduction,

(2) Change deduction,
bond denomination, bond ownership or address,
or:

(3) Stop deduction.

b. A separate authorization,
SBD 2104, is required for cach allotment.

5. Employce Transfers

a. Individual transfers, For
employees transferred within the same Compo-
nent or to another Federal Agency, the liaison
affice will require that the employee file a new
SBD 2104 to continue bond deductions. Retroac-
tive bond deductions are not auth.rized.

b, Mass transfers. Refer to
subparagraph 060303.C 4. for procedures involy-
ing mass transfers.

L. Payment of dues to a professional
or other association. One allotment in a calendar
year may be made by an employee to an associa-
tion.

M. Voluatary allotment for alimony
and/or child support. The pay regulations of
OP'M in 5 C.KR. 550,371 (reference (1)) provide
for the use of voluntary allotments to effect
payment for child support and/or alimony.
Garnishment orders issucd for alimony and/or
child support obligations will continue to be
enforced as involuntary deductions as discussed
in section 0412 above. Reguests for voluntary
allotment for alimony and /or child support shall
be verified against legal agreements or court
orders to ensure proper registration. A written
request from the employee to the civilian payroll
office shali be used to substantiate the allotment.
The request must contain the name and address
of the designated allotiee, the amount of the
allotment, and the signature of the prospective
allotter, The allotment may be in dollars and
cents. The employee must agree that any dis-

pute regarding the voluntary allotment is a
miatter between the allotter and the allottee.

041403. Allotments _Not Authorized.  The
following allotments are not authorized:

A. Collection of debts to private
creditors and nongovernmental agencies;

B. Contributions to charities, except
as authorized in subparagraph 041402.],;

C. TPayment of insurance premiums,
except as autharized in subparagraphs 041402.C,
and 041402.D,; and

D. Payment of dues to civic, fraternal
or other organizations, except as authorized in
this paragraph.

041404.  Hligibility Rules.  Eligibility for the
making of an allotment is dependent on such
factors as residence of employee, place of em-
ployment and type of allotment desired. The
specified rules listed below are summarized in
Table 4-7. The table must be used in conjunction
with the specific rules listed below,

A.  An employee may make an allot-
ment of pay as provided in subparagraphs
041402.A., 041402.8.1., and 041402.C. through F,,
and 041402.K. through M. when the employee is:

1. Assigned to a post of duty
outside the continental United States (OCONUS);

2. Working on an assignment
away from their regular post of duty when the
assigtment is expected to continue for 3 months
of more; or

3. Serving as an officer or
member of a crew of a vessel under the control
of the Federal Government,

B.  An employee whose place of
employment is within the continental United
States (CONUS) may authorize an allotment of
pay as provided in subparagraphs 041402.8.2,,
041402.E., and 041402.K. through M.

e
b
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C.  Ancmployee working outside his
or her State of residence who s a legal obliga-
tiort to pay income taxes to the State or the
District of Columbia, but the agency has no legal
obligation to withhold those taxes, may make an
allotment of pay for the purpose specified in
subparagraph 041402.G.

D. An employee who has a legal
abligation to pay city and /or local taxes, but the
agency has no legal obligation to withhaold those
taxes, may make an aliotment of pay for the
purpose specified in subparagraph 041402.H,

E.  An employee who meets the
cligibility requirements preseribed in DoD Diree-
tive 1420.1 (reference (ah)) as a labor organiza-
tion member may make an alloiment of pay for
the purpose of payment of labor organizalion
dues as specified in subparagraph 041402.1

E. An employee who moeets he
cligibility requirements prescribed in Dol Direc-
tive 5035.1 (reference (ai)) may make an allot-
ment of pay for charitable contributions to CEC
as specified in subparagraph 041402,

041405, Emcreency Allohinents.  Allotments
may be authorized to become effeciive during an
emergency evacuation. Such allotments will not
become effective until an evacuation order has
been issued. Sce 5 C.E.R. 550L401-55.407 (reter-
ence (1)).

041406, Allotiments for Foreipn  Nalionals.
Foreign nationals employed by the Dol and
working, oulside their own country on assign.
ments of 3 or more months duration may be
permitted  to make allotments for any of the
purposes  authorized  in paragraph 041402,
providing all other provisions of seclion 0414 are
observed.,

1. Foreign nationals employed
by the DoD to work in their own coundries or in
the Ceznal Zone may be permitied to make
allotments for the purposes shown in subpara-
graphs 0414021, and J. and to pay premiums on
group health benefits and group life insurance
subject 1o the provisions of any agreement

between the U.S. Governiment and the foreign
national’s country of citizenship.

2. Foreign nationals may be
permitted to make orher allotments from pay
when such allotments are based on local customs
and practices or are pursuant to treotics or
country-to-country agreements.,

041407,  Allotmeat Limiations

A. A power of attorney will not be
accepted to establish, change, or discontinue an
allotinent,

B.  Allotment payments shall be made
in accordance with the schedule established by
DoD provided suche aliotment checks are not
issued until the related cainings have acerued.
This shall be stipulated as a requirement for the
allotment,

C. Except as provided by subpaora-
graphs 414028, K, and M, a DoD employee
shall not have more than one allolment payable
to the same allolee at the same time,

1. Allotinents will notexcerd the pay
due the atlotoer,

041408.  Discontinuance of AHotmenis,  Allot-
ments will be discontinued:

A, Upon receipt of:

[.  Notice of retirement or sepa-
ration of the alloler.

2. Noticr that the allotter has
been placed in an extended LWODP stalus,

3. Written  notice from {he
allotter unless this right is otherwise restricted
by law or established {abor agreement,

4. Notice of death of the allotter,
Payment will not be made afler notice of the
allotter’s death, even though deductions were
made from the allotter’s pav and not paid to the
allottee,
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5.  Notice of death of allottee.
Upon notice of the death of any person to whom
an allotment is payable, the civilian payroll office
shali stop the allotment and notify the allotter.
All nonnegotiated allotment checks musi be
returned to the disbursing officer for cancella-
tion. After these checks are canceled, the civilian
payroll coffice shall refund the money to the
allotter.

6. Notice that the whereabouts
of the aliottee is unknown.

7. Written notice to cancel tie
allotment(s).

B.  SF 1199A with $0.00 in the
allotment amount block.

B.  When the conditions under which
an allotment was permitted no Jonger exist,

C.  When the allotter transfers to an
installation serviced by a different civilian pay-
roll office, except for:

1.  An allotment for CFC contri-
bution, or

2. A labor organization dues

authorization  (when the employee  remains
within the same bargaining unit).

041409,  Allotments - Savings

A. DProcedures

Allotment Ciamyzes or Cancel-

b. Cancellations. Refer to
paragraph 041408, for conditions under which an
allotment is stopped.

2. Payroll Procedures

a. Effective Date. Deduc-
tions for aflotments will be made the first pay
period beginning afier receipt of the properly
executed SF 1199A.

b.  Allotment Deductions.
Deductions for allotments shall be made cach
pay pericd and shall be taken in accordance with
the order of precedence outlined in section 0402,
If the nat pay, after applying all payroll deduc-
tions otherwise required, is less Hhan the allot-
ment amount when only one aliotinent is autho-
rized, the allotment shall be nullified for that pay
period. If the net pay is less than the aggregate
amount when two such allotments are autho-
rized, both shall be nullified for that pay period.

¢.  Routing Nuniher. Each
financial institution will be identified by a
nine-digit number. (ag)). Tiw routing number is
assigned by Rand MceNally and Company, agent
for the American Banker's Association.  This
number is the identification information by
which Automated Clearing tlouse (ACH) pay-
wments are distributed to financial institutions.
ACH is a facility which perforis inter-bank
clearing of paperless entries for participating
financial institutions.

B.  Allotimenl Procedures Qulside the
Continental United States (QCONUS)

lations

a.  Changes. A change in
the amount of the allotment, financial organiza-
tion, or savings account to be credited requires a
new SFH9YA to be executed in accordance with
instructions on the form. insert the new alloi-
ment amount, not the amount of the change, in
the amount block.

1. An employee must meet one
of the requirements below before they can make
an OCONUS allotment. The employee must be:

Assigned to an OCONUS
post of duty;

b.  Working on an assign-
ment away from his or her their regular post of
duty that is expected to continue for 3 months or
more; or
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c.  Serving as an officer or
member of a vessel under 'he control of the U.S,
Governiment.

2. Only allotments in whole
dollar amounts (or equivalent in value), shall be
allowed an employee. Refer to paragraph
041404. for authorizcg allotments for OCONUS

employces,

041410,  Withholding

A. Make full deductions ecach pay
period if the salary is enough to cover the de-
duction, even if an employee is in a pay status
for onlv part of a pay period. No deductions
shall be made if the salary amount is insufficient
to cover the deduction.

B.  Retroactive deductions shall not be
made for a period in which the employee’s net
pav was not enough to withhold the allotment.
Adjustments shall not be made ia future pay
periods for amounts the civilian payroll office
failed to deduct in the current pay period, unless
requested by the employee in writing.  Adjust-
ments shall be made by the civilian payroll atfice
wr overdeductions.

(415 THRIFT SAVINGS PLAN

041501, General. TSP is a relirement savings
and investment plan for Federal employees.
Congress established the plan as part of the
Federal Employees’ Retirement System Act of
1986 (I L. 99-335) (reference (¢)) and (8 US.C.
8431-8440d) (reference (b)), The plan offers both
FERS and CSRS employees tax deferral advan-
tages similar to those on an individu  etire-
ment account (IRA)  The plan is adminictered
by the Federel Retivement Thrift Investment
Board which operates the plan solely for the
benefit of the participants and their beneficiaries.
The recordkeeper for the plan is the NFC in New
Oricans, Louisiana,  NFC issues TSP Builetins
providing necessary guidance relating to TSP
operations All Bulletins are to be retained
pending NFC's disposition instructions. The law
contains a definition of tasic pay for TSP pur-

poses. For most emplovees, basic pay is the

(1]
-
O
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same as gross pay eamed. Sce 5 US.C. 8431
(reference (b)) and NFC’s detailed definition
appearing in TSP Builetins 87-16 and B7-3!
{reference (ak)). TSP deductions for reemployed
annuitants are based on the gross salary, not the
net amount after subtraction of the offset, Term,
Temporary Appointuient Pending Establishment
of a Register (TAPER), and indefinite appointees
may participate in TSP. Employees on tempo-
rary (not to exceed 1 year) or intermittent ap-
pointments are not generally covered by FERS or
CSRS and are not eligible to participate in TSP
(TSP Bulletin 87-22) (reference (ak)).

041502, Participation Rules. Both FERS and
CSRS employees are eligible to join the TSP plan,

A. FERS employces may contribute
up to 10 percent of their basic pay per pay
period to the plan.

B.  FERS employees receive agency
matching contributions up to 5 percent of their
basic pay contributed each pay period. The
matching is dollar for doliar on the first 3 per-
cent contributed, and fifty cents on the dollar for
the next 2 percent.

C.  FERS employces receive agency
automatic contribution of 1 percent of basic pay
whether or not they contribute to their TSP
accounts.

D.  CSRS employces may contribute
up to 5 percent of basic pay per pay period.
CSRS employees, however, do not receive any
agency malching or automatic contributions.

E.  All contributions must be made
through payroll deductions. Lump-sum contii-
butions are not permitted,

F.  Employees may contribute cither
a whole percentage or o whole dollar amount.

041503, When to Begin TSP Deductions. Elec-
tion- made during an open scason become
cffective no carlier than the first full pay period
beginning in the last month of that open scason.
Initial enrcliment or a change to an enrollment
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can only occur during the TSP open season.
However, the choice to stop contributing to TSP
is permitted at any time, and is effective at the
end of the pay period in which that election is
accepted by the civilian personnel office.

041504. Enrollment

A. Employees obtain the Fo-m TSP-1,
"TSP Election Form," from their civilian person-
nel office.

B. FERS and CSRS employees can
allocate contributions among three investment
plan funds.

1. Fund G consists of investment
in U.S. Government securities.

2.  Fund Fis invested in guaran-
teed private-sector investment contracts, certifi-
cates of deposit, and other securities which offer
a specified interest rate,

3.  Fund Cis invested in a group
of common stocks,

C. A copy of the Form TSP-1 is for-
warded to the civilian payroll office from the
civilian personnel office.  For those civilian
payroll offices using the personnel-pay interface,
the data to establish the TSP contributions in the
master record will flow to the civilian payroll
office electronically. However, all offices must
wark closely with the civilian personnel office to
ensure accurate data is established for the em-
ployee in accordance with the information
provided on the Form TSP-1.

041505. Biweekly Processing and Accounting
Procedures

A. A no-check-issue  procedure s
used to transfer to NFC the amount collected
from employee TSP deductions, as well as the
ageney contributions. Under this procedure, the
disbursing office does not use a check as the
means of payment to NFC. Funds are trans-
ferred to NFC using the DD accounting proce-
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dure and the TSP Journal Voucher (Form TSP-2
or certified automated listing).

B. Credit the amounts due NFC to
the following accounts:

--F3886.6010 Employing Agency Automatic
Contributions to FERS Thrift Savings Plan.
{Includes the automatic 1 percent of salary
contribution by the employing agency on behalf
of all FERS employees.)

~-F3886.6020 Employing Agency Contribution to
Thrift Savings Pian G.

--F3886.6030 Employing Agency Contribution to
Thrift Savings Plan F.

~-F3886.6040 Employing Agency Contribution to
Thrift Savings Plan C,

--F3886.6000 Employee Contribution to Thrift
Savings Plan G,

-F3846.6070 Employce Contribution to Thrift
Savings Plan F,

--F3886.6080 Employee Contribution to Thrift
Savings Plan C,

C.  Prepare Form TSI™-2 in accordance
with the TSP voucher/summary type output
product that is produced from the automated
system or use a certified automated listing.
After centification, the journal voucher (or certi-
fied listing) is forwarded to NFC together with
the TSP tape produced for that pay period.
Fornu TSP-2 does not have to be prepared in an
integrated system. NFC requests receipt of the
journal voucher {or certified listing) and tape no
later than 2 workdays prior to the actual payroll
payment date.  They are to be shipped, via
express mail to U.S. Department of Agriculture,
National Finance Center/ TSP, 13800 Old Gentilly
Road, Building 350, New Orleans, LA 70129,
Express mail receipts shall be maintained and
recorded in the TSP tape processing log dis-
cussed in subparagraph 041505.D. If the Ac-
knowledgiment of Processing Letters issued by
NFC do not arrive within 10 work days for

L.

[\
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CONUS civilian payroll offices or within 15
workdays at overseas locations after the TSP tape
has been mailed to NFC, countact the record-
keeper to determine if a processing letter was
issued or what type of problem exists concerning
the processing cycle in question. If the capability
exists, NFC requests that the TSP deductions for
that pay period be sent by EFT in licu of the
tape.

D. A TSP tape processing log must be
maintained to monijtor TSP tape submissions to
NFC. The log, at a minimum, must include
report number, pay date, pay period number,
date of certification, date mailed, date processed
by NFC and amounts processed. The contribu-
tion amounts contained on the original journal
voucher (or certified listing) must be compared
with the processed TSP contributions per the
Acknowledgment of Processing  Letters, the
Payroll Recapitulation Report (rejected  items)
and the TSP contributions per the Statement of
Transactions to ensure that the amounts pro-
cessed by the recordkeeper agree or can be
reconciled with amounts submitted by the civil-
ian payroll office.  The log need not be limited
to the above items, [t can include such addition-
al data as date of initial run, recycle dates, date
of the final run or other data that would be
helptul in the TSP tape processing cycle.

041506, Correction Procedures

A, NFC has published regulations
governing the correction of errors (TSP Bulletin
87-64) (reference (ak)). Procedures for reporting
payments and adjustments for previous calendar
years are contained in TSP Bulletin 90-22 (refer-
ence (ah)).

B, Civilian payroll  offices  shall
process TSP adjustments within 14 days of when
the rejections or deletions are received.

041507, T5P Discrepancies

A. TSP discrepancies are differences
between amounts entered in and charges made
by the Treasury to the IDoD TSP clearing account
based on transactions submiltted to NFC on TSP
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tapes and adjustment record input. The differ-
ences may be caused by changes made to the
TSP tape before it is sent to NFC, where entries
are not adjusted accordingly; or transactions chat
were rejected by NFC but were not resubmitted,
resulting in no charge to the TSP cdlearing ac-
count.

B.  The civilian payroll office shall
ensure that all transactions involving money
amounts submitted on the TSP tape or as adjust-
ments have a corresponding entry.

0416 TSP LOAN PROGRAM

041601. General. Under 5 U.S.C. 8433(i) (refer-
cenee (b)), all TSP participants currently em-
ployed ure cligible to obtain a TSP loan. A
maximum of two TSP loans per employee can be
current,

041602. Types of Loans. Loans can be made
for the following, purposes:

A.  Purchase of primary residence;
B. Educational expenses;

C.  Medical expenses; and

D. Financial hardship,

041603, Loan _Minimum. The  minimum
amount of a TSP loan is $1,000. Employces may
only borrow their own contributions and carn-
ings.

041604, Interest Rate. The interest rate shall be
the G Fund rate at the time the terms of the loan
are esiablished. The rate is fixed al that level for
the life of the loan, and the interest paid on the
loan shall go back to the employee’s own TsP
account and is nol tax deductible.

141605,  Biweekly Processing and  Accounting

Procedures

A. The civilian payroll office shall
receive Form TSP-22, "TSP Loan Payment Allot-
ment Form," from NFC after it has issued a
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payment to the employee. This [hrm must be
properly certified by an official at NFC. The
certified Form TSP-22 shall contain the TSP loan
number, pertinent employee data, the repayment
information and the DD/ EFT routing number.

B. Loan repayment via DD/EFT.
This procedure shail be used for installations
havine, DDD/EFT capabilities. TSP loan repay-
menl.. shall be established as allotments in the
employee’s master record. Accounting proce-
dures are the same as those currently used fo
disbursement of net pay and other types of
allotments except the same type ot checkless
remittance and TSP clearing account procedures
used for TSP savings deduciions are to be uti-
lized.

C.  Loan repayment via non-DD/EFT
procedures. Utilize the same type of checkless
remittance and TSP clearing account procedures
cuarrently used for VI savings deductions (sce
paragraph 041505.), Tie TSP loan clearance
account is --X38380.0080, Prepare the TSP loan
payment input ana related journal vouchers in
accordance with the procedures provided in TSP
Bulletin 88-20 (reference (ak)).  Loan payment
data and the journal voucher shali be express
mailed to NFC.

0417 TAX _LEVY FOK UNPAID FEDERAL

INCOME TAX

041701, Levying Official and Levy Restrictions,
IRS District Directors are authorized under 26
U.S.C. 0331 (refererice (2)) to colleet delinquent
Federal income taxes by levy on the salary or
wages of any U.S, or DO employee, The levy is
served against the "take-home pay" of the em-
ployee. That is, the levy shall attach only to the
salary check or cash disbursement the employee
would receive an payday i it were not for the
levy.  Employees must not be allowed to in-
crease or add any vojuntary allotmuents after a
fevy is received in the cvitian payroll office.
Changes that increase existing voluntary allot-
ments are only authorized after the total tax
liability has been paid or arrasgements have
been made witic ihe 1RG5,

041702.  Form 668-W, "Notice of Levy (NOL)"
shall be served in person or by mail, Service by
mail is limited to the United States, its territories
and possessions, and ships at sea. The NOL is
served on the civilian payrol! office respansible
for payments to the employcee. The NOL will be
konored by all civilian payroll offices whether
served in person or by mail. Once a NOL is
received it will continue in effect until the collec-
tion is complete or until the IRS releases the
levy. The IRS will send an original and two
copies of the NOL. The civilian payroll office
shall sign and date all copies and enter the time
of receipt on the forms,

041703.  Authorization to Start Deductions. The
civilian payroll Office shall make deductions
from the current salary of indebled employees if
one o the conditions below exist:

A.  The NOL is served by an employ-
ee of the IRS in persan or by mail.

B.  Agreement in writing has been
made beiween an indebted employee and the
IRS to liquidate the debt through regular deduc-
tions,

041704, Wages Subject 1o Levy

A. The NOIL  attaches  the gross
amount of the accrued wages or salary, less the
following: .

1. Retirement deductions,

2. Social Security and /or Medi-
care deductions,

3. FEHB deductions,
4.  FEGLI deductions,

5. Payattached or garnished for
child support or alimony,

6. Overpaymenls duc the Gov-
ernment,
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7. Allowable personal exemp-
tions, certified on Form 668-W, parts 5 and 6
subtitled "Statement of Exemptions,”

B. Allvoluntary allotments and bond
allotrnents are considered items of pay that may
be subject to the NOL. The civilian payroll office
shall not start a new voluntary allotment or bond
allotment after the levy is received. Unless the
IRS instructs the civilian payroll office that a
deduction should not be allowed, the taxpayers
payroll deductions which were in cffect when
the levy was received shall be allowed when
determining the employee’s take home pay, The
civilian payroll oftice shall send the IRS the
taxpayer’s take home pay minus the allowable
exceplions. This action shall be continued until
the full amount of the levy has been paid to the
IRS.  The NOL shall contain instructions tor
figuring the allowable exceptions from the levy.
The IRS may notify the payroli office when
different procedures should be followed for
specific employcees,

041705,  Notice to Emplovees

A. Parts 3, 4, and 5 of Form 6068-W
permit a biweekly personal exemption for the
employee and a biweekly exemption for cach
dependent. The amounts are changed cach year
by the TRS. See IRS Publication 1494 (reference
(al)). A copy of the current amounts are in-
cluded with the NOL. The employee must
certify their exemptions on parts 3 and 4 of the
form,

B, Upon receipt of the NOL, the
civilian payroll office shall immediately advise
the employcee in writing. The letter must include
Form 668-W, parts 2, 3, 4, and 5, as an enclosure,
For a sample letter see Figure 4-2.

C.  Nonnally, an employee is allowed
3 workdays to return parts 3 and 4 of Formn
668-W after receipt. Civilian payroll offices shall
establish timely follow-up procedures to ensure
that Form 668-W is returned within 3 workdays
after receipt of the notification letter, The return
date for Form 068-W shall be determined by
estimating the mail transit time and adding 3

workdays. If known circumsiances exist (em-
ployee is on leave, TDY, etc.} that may dclay
return of the form, the civilian payroll office
shall request guidance from the IRS office that
issued the levy. When parts 3 and 4 are not
returned within the 3-day period, and no unusu-
al circumstances exist, a dependency exemption
shall not be allowed until the form is returned.
The minimum personai exemption amount shall
be allowed the employee for each pay period
until parts 3 and 4 of Form 668-W are received
in the civilian payroll oftice.

D. The civilian payroll office shall
return the original part 1 of Form 668-W to the
IRS office that ordered the collection with the
check for the first deduction made under NOL.
The civilian payroll office shall return part 3 to
the IRS with the check for the first deduction
made after the employee returns the properly
completed part 3. 1f the employee is required by
a court judgment (made before the date of the
levy) to contribute to the support of minor
children, that amount of salary, wages, or other
income is alrcady exempt from the levy. There-
fore the employee must not list these minor
children, as exemptions on parts 3, 4, and 5 of
Form 668-W.

L. If the civilian employce has been
reassigned to an organization serviced by anoth-
er civilian payroll office, the losing civilian
payroll office shall inform the proper IKS District
Director of the employee’s new address.  The
losing civilian payroll office shall mail the com-
plete NOL package to the new civilian payroll
office for processing,

F.If the employee has moved from
overseas, transferred to another Government
Agency, separated or retired, the civilian payroll
affice will:

1.  Return the NOL to the IRS
District Director; and

2. Note the employee’s new ad-
dress, if known, on the bottom of the NOL.




DoD Financial Management Regulation

Volume 8, Chapter 04

G. [Ifthe civilian payroll office receiv-
ing the NOL has no record that payroll service
has been furnished the employee, annotate that
fact on the bottom of the NOL and return it to
the IRS District Director.

041706. Evidence Received That the Tax Has
Been aid

——

A, Ifanemployce produces evidence
that the full amount of the tax has been paid, the
civilian payroll office shall record on the bottom
of the NOL:

1. The date of payment;

2. The mannerin which the levy
was paid; and

3. The IRS District Directors’s
office to which payment was made.

B.  Adequate cvidence of payment
shall be the stub of the money order or the can-
celed check showing payment to the IRS. If
payment was made by money order, the number
and location of the issuing agent shall be shown
on the stub. If payment was made by check, the
name and location of the bank, and endorsement
by the IRS shall be shown. There are two forms
issued by the IRS that are also acceptable as
evidence of payment:  Form 668-R, "Release of
Levy on Wages, Salary, and Other Income," and
Form 668-G, "Provisional Release of Levy on
Wages, Salary, and Other Income.”  Either forn,
serves as valid notice of payment or release. If
no deductions were made from an employee’s
salary or wages, the civilian payroll office shall
return all annutated copies of the NOL to the IRS
Center that issued it. The civilian payvoll office
shall not keep the NOL. If an overdeduction has
been made, the civilian payroll office shail
annotate the amount on the Form 668-R or 608-G
and reiurn ihe form to the RS, IRS shall then
provide a refund to ihe employee of any excess
money collected. The civilian payroll office shall
infurm the employee of this process and instruct
them to contact the IRS office that issued the
NOL if no refund is received within 60 days

after the civilian payroll office has forwarded
amounts from the levy to the IRS.
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REPAYMENT OF LUMI-S5UM ANNUAL LEAVE Date

To: From:

Under the provisions of the Lump-Sum Paymenr Act (Decomber 21, 1944), the following
statement is furnished for submission with your Federal and State Income ‘T'ax returns for calendar
year

Name and Number of Employee

refunded during the calendar ycar the sum of § , representing refund
of Lump-5um Annual Leave payment under the provisions of the Lump-Sum Payment Act. The

Form W-2 (Wage and Tax Statement) for calendar year has not been decreased by this
amount.
Duty Station Federal Employer’s Identification Number

State Hdentificalion Number

Typed Name, Title and Telephone Signalure

Copy Forwarded To:
internai Revenue Service

State of

City or County of

Figure 4-1, Lump-Sum Annual Leave Repeyment Sample Format
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Dear ¢

This office has reccived a Notice of Levy for Federal income tax against your pay for
$ . This attachment against your pay shall remain in effect until the total debt has been

collected.

From receipt of this letter, you have 3 working days to complete the enclosed IRS Form 668-W.
Return parts 3 and 4 in the enclosed self-addressed envelope; parts 2 and 5 are for your records.

If you do not return the Form 668-W, within 3 working days, a personal exemption of 5 per
pay period will be your biweekly salary. The remainder of your check will be forwarded to the IRS.

If you have any questions concerning this levy, contact the IRS through the 1-800 number which
appears on the attached Form 668-W.

If we can be of any further assistance, please contact our office at _ between the bours
of 7:30 a.m. and 4:00 p.m. Monday through Friday.

Sincerely,

Enclosures

Figure 4-2, Notice of " ovy Sample Letter
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ITEM FED. SOCIAL MED. | STATE | CITY/ | RET. | TSP
TAX | SECURITY LOCAL

1. Premium pay: Sunday,
Holiday and Overtime; YES YES YES YES YES NO | NO

Standby Duty and Adminis-
tratively Uncontrollable Over-

time YES YES YES YES YES YES | YES
2. Basic Pay YES YES YES YES YES YES | YES
- 3. Differentials include Night,
- Hazardous, Post (nonforeign YES YES YES YES YES NO | NO
! & foreign), Staffing, Supervi-
'»‘f‘“:"{ ( sory
. 4. Other Differentials: Shift, YES YES YES | YES YES | YES | YES
Environmental, and Tropical
| 5. Lump-Sum Leave YES YES YES YES YES NO |' NO
= 6. Severance Pay YES YES YES | YES YES | NO | NO
| 7. Awards YES YES YES | YES YES | NO | NO

8. Allowances include Living
Quarters, Temporary Quarters
Subsistence, Post, Foreign NO NO NO NO NO NO | NO
Transfer, Separate Mainte-
nance, Representation, Official
Residence, Cuba Benefit

( ¢ 9. Other Allowances:
a. Nonforeign Cost of
Living NO NO NO * * NO | NO
b. Physicians Comparability YES YES YES YES YES NO NO
¢. Remote Site YES YES YES * * NO NO
d. Danger Pay YES YES YES YES YES NO NO
¢. Retention YES YES YES YES YES NO NO
10. Recruitment and Reloca- YES YES YES YES YES NO NO

tion Bonuses

11. Separation Incentive Pay YES YES YES YES YES NO | NO

* Varies by state and city/local taxing authority.

Table 4-1, Deductions Withheld from Civilian Pay for CSRS and FERS Employces
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CALENDAR MAXIMUM SOCIAL MEDICARE TOTAL MAXIMUM
YEAR GROSS PAY SECURITY PERCENT PERCENT TAX*
PERCENT
1963 - 1965 $ 4,800 3.625 00 3.625 $ 174.00
1966 6,600 3.85 A5 4.20 277.20
1967 6,600 3.90 50 4.40 250.40
1968 7,800 380 60 4.40 343.20
1969 - 1970 7,800 4.20 60 4.80 374.40
1971 7,800 4.60 00 5.20 405.60
1972 9,000 4.60 60 5.20 468.00
1973 10,800 485 1.00 5.85 631.80
1974 13,200 495 Y0 5.85 772.20
1975 14,100 495 90 5.85 824.85
1976 15,300 4.95 S0 585 895.05
1977 16,500 495 90 5.85 965.25
1978 17,700 505 1.00 6.05 1,070.85
1979 22,900 5.08 1.05 6.13 1,403.77
1980 25,900 5.08 1.05 6.13 1,587.67
1981 29,700 535 1.30 6.65 1,975.05
1982 32,400 5.40 1.30 6.70 2,170.80
1983 35,700 540 1.30 6.70 2,391.90
1984 37,800 5.70 1.30 7.0 **2,532.60
1985 39,600 5.70 1.35 705 2,791.80
1986 42,000 5.70 1.45 7.15 3,003.00
1987 43,800 5.70 145 7.15 3,131.70
1988 45,000 6.06 1.45 7.51 3,379.50
1989 48,000 6.06 1.45 751 3,604.80
1990 51,300 6.20 1.45 7.65 3,924.45
19971%+* 53,400 6.20 3,310.80
125,000 1.45 1,812.50
1992 55,500 6.20 3,441.00
130,200 145 1,8K7.90
1993 57,600 6.20 3,571.20
135,000 1.45 1,957.50
1994 60,600 6.20 3,757.20
L1 ed] ‘1.45 LL 2]
1995 61,200 6.20 3,794.40
Ll ld '1.45 * N

* The maximum tax may vary based on cost of living increases. The Secretary of Health and Human
Services publishes in the Federal Register, by November 1 of cach year, the amount of gross pay from
which deductions are to be made.

** The combined rate of Social Security / Medicare for 1984 was 7%, [lowever, employces were given a
3% credit applied to the portion.

*** Beginning in 1991, maximum gross wages were separated for Social Security and Medicare purposes,
The maximum gross pay allowed for Social Sccurity is listed first followed by the maximum for Medicare,
*** There are no maximum gross wages subject to Medicare tax and no maximum tax,

Table 4-2, Percentage Rates of FICA (Social Security /Medicare) Deduction and Total Maximum Tax
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State

Alabama AL
Alaska AK
Arizona AZ
Arkansas AR
California CA
Colorado CO
Connecticut CT
Delaware DE
District of Columbia DC
Florida FL
Geurgia GA
Hawaii HI -
Idaho ID
Ilinois L
Indiana IN
Iowa 1A
Kansas KS
Kentucky KY
Louisiana LA
Maine ME
Maryland MD
Massachusctts MA
Michigan Ml
Minnesota MN
Mississippi M5
Missouri MQ
Montana MT
Nebraska NE
Nevada NV
New Hampshire NI
New Jersey NJ
New Mexico NM
New York NY
North Carolina NC
North Dakota NI

Abbreviation

Code

01
02
04
05
06
08
09
10
11
12
13
15
16
17
18
19
20
21
22
23
24
25
20
27
28

29

30
31
32
33
34
35
36
37
3K

State Abbreviation Code
Ohio OH 39
Oklahoma OK 40
Oregon OR 41
Pennsylvania PA 42
Rhode Island RI 44
South Carolina sC 45
South Dakota SD 46
Tennessee TN 47
Texas X 48
Utah UT 49
Vermont VT 50
Virginia VA 51
Washington WA 53
West Virginia Wv 54
Wisconsin WI 55
Wyoming WYy 56

AREAS OUTSIDE TIHE U.S,

Possession or

Territory Code
American Samoa ol)
Defense Complex Panaima 61
Canton and Enderbury Islands 62
Guam 66
Johnston Atoll 67
Midway Islands 71
Puento Rico 72
Ryuku Islands, Southern 73
Swan Islands 74

Trust Territories of DPacific Islunds 75
U.5. Miscellaneous Caribbean Islands 76
U.8. Miscellaneous Pacific lslands 77
Virgin Islands 78
Wake Island 79

Table 4-3, State Abbreviations and Numeric Codes
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; Annual Pay Amount of Withholding
| Greater But Nat Basic
Than Greater Than Insurance Biweekly Semi-Monthly Monthly
; @ $8,000 $10,000 $1.65 $1.79 $3.58
$8,000 9,000 11,000 1.82 197 3.93
9,000 10,000 12,000 1.98 215 429
10,000 11,000 13,000 2,15 2.32 4.65
11,600 12,000 14,000 231 2,50 5.01
12,000 13,000 15,000 248 2,68 5.36
13,000 14,000 16,000 2.64 2.86 5.72
14,000 15,000 17,000 2.81 3.04 608
] 15,000 16,000 18,000 297 3.22 6.44
4 16,000 17,000 19,000 3.14 340 6.79
17,000 18,000 20,000 3.30 3.58 7.15
18,000 19,000 21,000 3.47 3.756 7.51
19,000 20,000 22,000 3.63 393 7.87
20,000 21,000 23,000 3.80 4.11 822
21,000 22,000 24,000 3.96 429 8.58
22,000 23,000 25,000 4.13 447 8.94
. 23,000 24,000 26,000 4.29 4.65 9.30
) 24,000 25,000 27,000 4.46 4.83 9.65
25,000 26,000 28,000 4.62 5.01 10.01
26,000 27,000 29,000 4.79 519 10.37
27,000 28,000 30,000 4,95 5.36 10.73
28,000 29,000 31,000 512 5.54 11.08
29,000 30,000 32,000 5.28 572 11.44
30,000 31,000 33,000 5.45 5.90 11.80
31,000 32,000 34,000 5,61 0.08 12.16
32,000 33,000 35,000 5.78 6.26 1251
33,000 34,000 36,000 5,94 0.44 12.87
34,000 35,000 37,000 6.11 662 13.23
35,000 36,0(K) 38,000 6.27 6.79 13.54
36,000 37,000 39,000 0.44 097 13.94
37,000 38,000 40,000 6.60 7.15 14.30
38,000 39,000 41,000 6.77 7.33 14.66
39,000 40,000 42,000 6.93 7.51 15.02%
40,000 41,000 C43,000 7.10 7.69 15.37
41,000 42,000 44,000 7.26 7.87 15.73
42,000 43,000 45,000 7.43 8.05 16.09
43,000 44,000 46,000 7.59 822 16.45
44,000 45,000 47,000 7.76 8.40 16.80
45,000 40,000 48,000 7.92 8.58 17.16
46,000 47,000 49,000 8.09 8.76 17.52
47,000 48,00 50,000 B.25 8.94 17.88
48,000 49,000 51,000 R.42 9.12 18.23
49,000 50,000 52, 00K} H.58 9.30 18.59
. Table 4-4, Withholding Schedule for Basic Life Insurance
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Annual Pay Amount of Withhoelding

Greater But Not Basic
Than Greater Than | Insurance Biweekly | Semi-Monthly Monthly

50,000 51,000 $53,000 $8.75 $9.48 $18.95
51,000 52,000 54,000 8.91 9.66 19.31
52,000 53,000 55,000 9.08 9.83 19.66
53,000 54,000 56,000 9.24 10.01 20,02
54,000 55,000 57,000 9.41 10.19 20.38
55,000 56,000 58,000 9.57 10.37 20.74
56,000 57,000 59,000 9.74 10.55 21.09
57,000 58,000 60,000 9.90 10.73 2145
58,000 59,000 61,000 10.07 10.91 21.81
54,000 60,000 62,000 10.23 11.09 22,17
60,000 61,000 63,000 10.40 11.26 22,52
61,000 62,000 64,000 10.50 11.44 22.88
62,000 63,000 65,000 10.73 1162 23.24
63,000 64,000 66,000 10.89 11.80 23.60
64,000 65,000 67,000 11.06 11.98 23.95
65,000 606,000 68,000 11.22 12.16 24,31
66,000 67,000 69,000 11.39 12.34 24.07
67,000 68,000 70,000 11.55 12.52 25.03
68,000 69,000 71,000 11.72 12.69 25.38
69,000 70,000 72,0(K) 11.88 12.87 25.74
70,000 71,000 73,000 12.05 13.05 26,10
71,000 72,000 74,000) 12.21 13.23 20.46
72,000 73,000 75,000 12.38 13.41 20.81
73,000 74,000 76,004 12.54 13.59 27.17
74,000 75,000 77,000 12.71 13.77 27.53
75,000 76,000 78,000 12.87 13.95 27.8Y
76,000 77,000 79,000 13.04 14.13 28,24
77,006 78,000 80,000 13.20 14.30 28.60
78,000 79,000 81,000 13.37 14.48 28,90
79,000 80,000 42,000 13.53 14.60 29.32
80,000 B1,000 83,000 13.70 14.84 29.67
81,000 #2,000 84,000 13.80 15.02 30.03
82,000 R3,000) B5,000 14.03 15.20 30.39
H3,000 H4,000 86,000 14.19 15.38 30.75
84,000 85,000 87,000) 14.36 15.50 3110
R5,000 86,000 KH,000 14.52 15,73 3146
86,000 #7,000 89,000 14.09 15.91 3182
H7,000 K8,000 90,000 14.85 16.09 32.18
88,000 89,000 91,000 15.02 16.27 32.53
89,000 90,000 92,000 15.18 16.45 32.89
90,000 91,000 93,000 15.35 10.63 33.25
91,000 92,000 04,000 15.51 16.81 33.61
92,000 93,(KK) 95,000 15.68 16.99 33.90

Table 4-4, Wilihclding Schedule for Basic Life Insurance (continucd)
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Annual Pay Amount of Withlolding
Greater But Not Basic
Than Greater Than Insurance Biweekly Semi-Monthly Monthly

93,00C 94,000 96,000 $15.84 S0 10 $34.32
94,000 95,000 97,000 16.01 17.34 34.68
95,000 96,000 98,000 16.17 17.52 35.04
96,000 47,000 99,000 16.34 17.70 35.39
97,000 98,000 100,000 16.50 1 17.88 35,75
98,000 99,000 101,000 16.67 18.06 36.11
99,000 100,000 102,000 16.83 18.24 36.47
100,000 101,000 103,000 17.00 18.42 36.82
101,000 102,000 104,000 17.16 18.6¢ 37.18
102,000 103,000 105,000 17.33 18.77 37.54
103,000 104,000 106,000 17.49 18.95 37.90
104,300 105,000 107,000 17.66 19.13 38.25
105,000 106,000 108,(00 17.82 19.31 38.61
106,000 107,000 109,000 17.499 19.4% 38,07
107,000 108,000 110,000 18.15 19.67 39.33
108,000 109,000 111,000 18.32 19.85 39,68
109,000 110,000 112,000 18.48 20,03 40.04
110,000 111,000 113,000 18.65 20,20 4().41
111,000 112,000 114,000 18.81 20.38 40.76
112,000 113,000 115,000 18.98 20,50 41.11
113,000 114,000 116,000 19.14 20.74 41.47
114,000 115,000 117,000 19.31 20007 41,83
115,000 116,000 118,000 19.47 21.10 42.19
116,000 117,000 119,000 19.04 21.28 42.54
117,000 118,000 120,000 19.80 21.40 42.90
118,000 119,000 121,000 19.97 21.63 43.26
119,000 120,000 122,000 20.13 21.81 43,02
120,000 121,000 123,000 20.30 21.99 4397
121,000 122,000 124,000 20.40 2217 44.33
122,000 123,000 125,000 20.63 22.35 44.69
123,000 124,000 126,000 20.79 22.53 45.05
124,000 125,000 127,000 20,96 22.71 45.40
125,000 126,000 128,000 21.12 22.8Y 45.70
126,000 127,060 129,000 21.29 23.07 46.12
127,000 128,000 130,000 21.45 23.24 40,48
128,000 129,000 131,000 21.62 23.42 40,83
129,000 130,000 132,000 21.78 23.60 47,14
130,000 131.000 133,000 21.95 23,78 47,55
131,000 132,000 134,000 22.11 23,96 4791
132,000 133,000 135,000 22,28 24.14 48.20
133,000 134,000 136,000 22.44 24.22 48.02

Table 4-4, Withholding Schedule for Basic Life Insurance (continued)
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v
OPTION - A (Per $10,000 coverage) OPTION - B (Per $1,000)
34 or younger S 40 34 or vounger S .04
35-39 S 50 35-39 5 .05
3 L
. 40-44 $.70 40-44 S .07
45-49 SL10 45-49 Sl
50-54 S1.80 50-54 S .18
o ¢ 55-59 $3.00 55-39 $.30
ol) and over $7.00 60 and over $.70
L - S G—
o OPTION - C !
'i" —
L) 34 or rounger $ .30
35.39 $ .31 l
40-44 $ .52
i 45-49 S$.70
i
l__sum S1
55-59 $1.50
-
60 and over $2.60

Note: The withbwoluing amounts shown are based on a biwecklv pavroll period

5 Table 4 5, Optional Lite Insuran ¢ Fmplovee Codd
Ny

LA

5 i

10
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Code Coverage

A Ineligible for life Snsurance coverage

B Waived all life insurance

C Basic life insurance only

D Basic life plus Standard Option

E Basic life plus Family Option

F Basic life pius Standard and Family Option

G Basic life plus Additional Option with 1
times basic pay

H Basic life plus Additional Option with 1
timies basic pay and Standard Option

I Basic life nluv Additional Option with 1
times basic pay and Family Option

J  Pasic life plus Additional Option with 1
times basic pay and Standard Oplion and
Family Option

K Basic life plus Adduional Option with 2
times basic pay

L Basic life plus Additinnat Option with 2
times basic pay and Standard Option

M Basic lite plus Additional Option with 2
times basic pay and Family Option

N Basic life plus Additional Option with 2

times basic pay and Standard Option and
Family Option

Code Coverage

Basic life nlus Additional Option with 3
times basic pay

Basic life plus Additional Option with 3
times baric pay and Standard Option

Basic life plus Additional Option with 3
times basic pay and Family Option

Basic life plus Additional Option with 3
times basic pay and Standard Option and
Family Option

Basic life plus Additional Option with 4
times basic pay

Basic life plus Additional Option with 4
times basic pay and Standard Option

Basic life plus Additional Option with 4
times basic pay and Family Option

Basic life plus Additional Option with 4
times basic pay and Standard Option and
Family Option

Rasic life plus Additional Option with 5
times basic pay

Hasic lite plus Additional Option with 5
times basic pay and Standard Option

Basic life plus Additional Option with 5
times basic poy and Family Option

Basic dife plus Additional Option with 5
times basic pay and Standard Option and
Family Option

Table 4-6, Emplovees” Life Insurance Enrollment Status Codes
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CHAFTER 05

LEAVE

0501 GENERAL REQUIREMENTS

050101.  The type, amount, and nature of leave
benefits are dependent on the type and length of
employment, military status, and other eligibility
requirements. See 5 U.S.C. Chapter 63 (reference
(b)), FPM Supplement 990-2, Book 630, (reference
(k)), and 5 C.F.R,, Part 630 (reference (1)),

050102. The leave objectives to be met by pay-
roll operations and systems are that leave re-
cords are properly maintained for each employ-
ec; leave is accurately accrued; leave taken is
properly authorized and reported; and informa-
tion on leave use and accrual is accurately deter-
mined and promptly provided to facilitate col-
lection of certain leave-related debts from em-
ployees and preparation of financial reports,
including those for cost accounting purposes.

050103.  Leave records shall be maintained to
show the following for each employee: rate of
accrual for vach type of leave; hours or days
accrued and used by leave type; and hours or
days advanced by leave type.  Additional docu-
mentation requirements for specific types of
leave are described in this Chapter in the para-
graphs discussing ecach type of leave.  The
mechanized leave record is creaied automatically
from accession leave data obtsired from infor-
mation on the SF 50 and SF 1150. Anrual and
sick leave balances for employees tratsferring in
are turnished to the civilian payroll office on the
SF 1150. Prior to receipt of the SF 1150, the
leave balances from the last LES issued the
emplovee by the losing civilian payroll offze
may be used. Upon receipt of the SF 1150, the
gaining civilian payroll office makes any neces-
sarv adjusimenis.  Sec subparagraph 050202.C
tor additional puidance.

50104, Accruals

A, The leave year begine with the
first full pay period starting in the calendar year.
For leave accruals, the civilian payreoll system
shall contain accurate information on the type of

appointment for each employee and the leave
hours or days to which the employee is entitled.
Lcave earned shall be accurately accrued for
each type of leave using correct rates effective at
the proper times. Reductions shall be made at
the beginning of each leave year for accumulated

:ave exceeding statutory limits. Reductions
shall be made in accruals for annual end sick
leave when necessary to reflect extended leave
without pay or absence without leave.

B.  Annualand sick leave earned shall
be posted to an employee’s record cach pay
period before leave taken in that period is
charged against leave *lances. During a pay
period in which an employcee’s service is inter-
rupted by a non-leave-eaming period, he or she
earns leave on a pro rata basis (5 C.F.R. 630.204)
(reference (1)). For example, leave shall be
prorated when an employee has reemployment
rights in connection with military service, both at
the time of separation and at the time of reem-
ployment, and both separation and reemploy-
ment occur within the normal biweekly pay
period; when an employee is in receipt of injury
compersation, both at the beginning and at the
end of the rionpay status, and the nonpay status
begins and ends within the normal biweckly pay
period; when an employec transfers to an agency
having a different pay period; when an employ-
e is restored after a period of unwarranted
suspension or removal for which retruactive
compensation i paid; and when an employee is
attending school or college as a student trainee.
Full-time and paritime employees who change
to an intermittent work schedule during the pay
neriod are eligible to have their leave accruals
prorated. See Table 5-1 for proration of leave.

050105. To support the time and attendance
record, employecy shall request approval of
leave.  Leave used shill be documented and
approved in writing by a supervisor designated
to make such approvals.  Ducumentation for
leave used shall show the dates, times, and types
of leave taken. Employees may not be compen:
sated for leave taken in excess of leave accrued
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except for religious observances taken for which
compensatory time off for religious reasons was
not worked in advance and for authorized ad-
vance leave.

050106. Unless an agency establishes a mini-
mum charge of less than 1 hour, or establishes a
different minimum charge through negotiations,
the minimum charge for leave is 1 hour, and
additional charges are in multiples thereof.
DCPS, however, supports increments of leave at
the hundredths of an hour.

050107, The payroll system shall be integrated
or interfaced with general ledger and cost ac-
counting systems to ensurc prompt and accuratc
collection of health and life insurance premiums
from employees on unpaid leave, when required,
and court reimbursements for time served as a
juror while on court lcave, when required.
Amounts of leave accrued and used and their
related values shall be maintained to compute
leave expenses and liabilities by designated
general ledger and cost accounting classifications
and to report externally.

050108, See Table 5-2 for conversions when
there is an insufficient amount of the type of

hours requested.

02 ANNUAL LEAVE

050201, General. Annual feave is absence with
pay for personal and emergency purposes. An
absence which is otherwise chargeable to sick
leave may be charged to annual leave if request-
vd by the employ~c and approved by the super-
visor. Other than for the liquidation of advance
sick leave indebtedness, the retroactive -ubstitu-
tion of annual leave for sick leave is not autho-
rized. A substitution of annual ivave for sick
leave may not be made mtne ctively for the pur-
pose of avoiding a forfeiture of annua, icave

the end of the leave year.

080202, Amount of Annual Leave Earned

A. Annual leave is ecamed by
full-time and part-time employces. Intermittent
employees (that is, employees with no scheduled
tour of duty) do not earn annual leave. Employ-
ees who are appointed to positions not limited to

less than 90 days are entitled to annual leave
carning upan completion of the first biweekly
pay period. Employees whose current employ-
ment is limited to less than 90 days are entitled
to annual leave earning only after being current-
ly employed for a continuous period of 90 days
under successive appointments without a break
in service. After completing the 90-day period,
employees are cntitled to be credited with the
leave that would have accrued during those 90
days.

B. The amount of annual leave
carned depends on the length of service.
Fuli-time employees with less than 3 years of
service earn 4 hours of annual leave per biweek-
ly pay period. Full-time employees with 3 years,
but less than 15 ycars of service, earn 6 hours
per biweekly pay period. In the last full pay
period of the calendar year, they earn 4 addition-
al hours. Full-time¢ employees with 15 or more
years of service earn 8 hours per biweekly pay
period.  Employees must be employed for the
full biweekiy pay period to be entitled to accrue
annual leave for that period. An employee is
considered to have been employed for a full
biweckly pay period if he or she is employed
during the days falling within that period,
exclusive of holidays and nonworkdays estab-
lished by Federal statute, Executive Order, or
administrative order (5 11.5.C. 6302(b) (reference
®)).

C. Each time the number of hours in
a nonpay status, which includes all nonpay
hours except OWCT, in a full-time employee’s
leave year equals the number of base pay hours
in a pay period, the civilian payroll system shall
reduce his or her credits for leave by an amount
equal to the amount of leave the employee earns
during the pay period. When an employee’s
number of hours of nonpay status does not
require a reduction of leave credits, the civilian
payruli system shali drop those hours of nonpay
status at the end of the employee’s leave year.

D. Part-Eme employces with regu-
larly scheduled tours of duty camn leave for the
time they are in a pay statu.. Part-time employ-
ces with less than 3 years of service earn 1 hour
of annual leave for cach 20 hour in a pay status.
Part-time employees with 3 years, but less than
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15 years of scrvice, earn 1 hour of annual leave
for cach 13 hours in a pay status. DPart-time
employees with 15 or more years of service camn
1 hour of annual leave for each 10 hours in a
pay status. Hours ina pay status in excess of an
activity’s basic working hours (normally 80
hours) in a pay period are disregarded in com-
puting the leave carnings of a part-time employ-
ce. (Note: Part-time employces may carry over
from one pay period to the next those excess
hours that are not evenly divisible by 10, 13, or
20 hours, as applicable. These hours will be
added to the next pay period work hours for
leave accrual) See 5 CFR. 630.202 (b) and
630.303 (reference (1)).

E. Annual lcave carmed shall be
posted to an employee’s record cach pay period
before annual leave taken in that period is
charged against annual leave.

050203. Uncommon_Tours _of Duty,  Lcave
Accrualg, and Charges to Leave

A. Employees who work a 24-hour
shift or a 72-hour workweek, such as firefighters,
accrue leave based on the uncommon tours of
duty. The 72-hour workweek leave accrual for
up to 3 years of service is 7 hours per biweckly
pay period and 12 hours for the last full pay
period of the calendar year. For 3 to 15 years of
service, the accrual is 11 hours per biweekly pay
period and 13 hours for the last full pay period.
For 15 or more years of service, the accrual is 14
hours per biweckly pay period and 24 hours for
the last full pay period.

B. Employees who work standby
taurs of 56-hour workweeks, such as fire chiefs,
with up to 3 years of service accrue 5 hours per
biwecekly pay period and 21 hours ror the last
full pay period of the calendar year, Employees
with 3 to 15 years of service accrue 8 hours per
biweekly pay period and 24 hours the last full
pay period. Employees with 15 or more years of
service accrue 11 hours per biweekly pay peciod
and 16 hours for the last full pay period.

C.  Employees who work uncommon
tours of duty are charged leave on zn
hour-for-hour basis for time off. For example, an
emplovee working a 72-hour workweek: would

be charged 72 hours for a week’s absence, See
5 C.F.R. 630.210 (reference (1)} and F'M Supple-
ment 990-2, Book 630, paragraph 52-6 (reference

(k))-

050204. Limitations and Variances

A.  The maximum carry forward from
1leave year to another is usually 240 hours. See
paragraph 050408. regarding unlimited annual
leave carryover for civilian DoD employces who
are employed at installations that are facing
planned base ~losures. Employees stationed
outside the United States, who meet the condi-
tions for eligibility established by 5 U.S.C.
6304(b) (reference (b)) and 5 C.FR. 630.302
(reference (1)), may carry forward a maximum of
360 hours. Employees returning from an assign-
ment outside the continental United States
(OCONUS) may carry forward the balance of
leave to their credit at the end of the pay period
which includes the date the employee departs
for reassignment. If an employee is placed on
detail to another OCONUS assignment, the date
he or she ceases to perform duty at the detailed
posi is considered the date the employee departs
for reassignment. Annual leave in excess of 240
hours which was accumulated under 5 US.C.
6304(b) (reference (b)) by an employee who
becomes subject to the 240 hour maximum carry
forward remains to the credit of the employee
until used. The cxcess annual leave is reduced
at the beginning of the first full biweckly pay
period oceurring in a leave yese, by the amount
of annual leave the employee used during the
preceding year that is in excess of the amount
which accrued during that year. This process
continues until the employee’s accumulated
leave does not exceed 240 hours,

B. The foilowing formula is used to
arrive at the maximum hour accumulation for a
newly assigned standby employee who has a 30-
day maximum accumulation. Multiply 240 times
the number of hours in the standby workweek;
then divide the result by 40, Using this formula,
the maximum accumulation for an employee
with a 72-hour stardby workweek would be 432
hours. For an employee with a 56-hour standby
workweek, the maximum accumulation would
be 336 hours. See FPM Supplement 990-2, Book
630, paragraph 52-6 (reference (k)).
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C. There is a 90-day (720-hour)
maximum limitation on the amount of annual
leave that an SES member may carry over from
one leave year to the next. SES mcmbers with
accumulated annual leave that exceeds 90 days
(720 hours) are allowed to retain their excess
annual leave in a personal leave ceiling as of the
first day of the first applicable pay period begin-
ning after October 13, 1994. The amount of
annual leave credited to an SES member's per-
sonal leave ceiling will be based on the amount
of annuaj leave accumulated by the employce as
of the end of the pay period preceding the first
applicable pay period beginning after October
13, 1994. Annual leave accrued for any pay
period during only a portion of which the em-
ployee served under an appointment to the SES
shall be prorated.

D. Execcutive Schedule employees
generally do not accrue leave, 5 US.C. 6301{2)(x)
(reference (b)). Any unused annual lcave that
remains to his or her credit immediately before
an employee moves to an appointment under the
Executive Schedule shall be liquidated by a
lump-sum payment, 5 U.S.C. 5551(b) (reference
(b)). Lump-sum annual Jeave payments are
based on the rate of pay the employee was
receiving immediately before the date 5 U.S.C.
6301(2)(x) (reference (b)) became applicable to
him or her. If a career appointee is appointed at
a rate of basic pay which is equal to or greater
than the rate payable for Level V of the Execu-
tive Schedule, the carcer appointee may elect to
continue under leave provicions as if the career
appointee had remained in the SES position from
which appointed.

050205,  Advance Criteria. The current leave
year accrual of annual leave may be advanced if
approved by the supervisor and if there s
reasonable assurance the employee will be in a
duty status long enough to carn the advanced
leave.  Doubtful cases shall be disapproved.
Subsequent loss of accrual mey result in an
indebtedness situation.  An employee is not
required to refund advanced leave when he or
she dies, retires for disability, or resigns or is
separated because of disability which prevents
him or her from returning to duty or continuing,
in the service, and which is the basis of the

separation as determined by the employing
office oit medical evidence acceptable to it.

050206. Unused Annual Leave. Upon scpara-
tion from Federal employment, all employees are
entitled to a lump-sum payment for the balance
of their annual leave account. See 5 U.S.C. 5551
(refercnce (b)). Employees who enter on active
duty in the Armed Forces are entitled to clect to
have the leave remain to their credit until they
return from active duty, See section 0307 for
additional information on lump-sum leave
payments.

050207. Transferred Employoes. For transferred
employees, see subparagraph 090202.C. for the
instructions for the SF 1150 to transfer annual
leave balances.

0503 SICK LEAVE

050301. General. Sick leave is provided for an
employee’s use when sick, injured, confined by
pregnancy, required to give care to a member of
his or her immediate family who is afflicted with
4 contagious disease, or the health of others
would be jeopardized by his or her presence on
duty because of expasure to a contagious dis-
case, or for medical, dental, or optical appoint-
ments,

050302. Amount of Sick Leave Earned

A.  Full-time employees earn 4 hours
of sick leave for cach full biweekly pay period.
Employees on uncommon tours of duty accrue 7
hours of sick leave per pay period for a 72-hour
workweek and 5 hours of sick leave per pay
period for a 56-hour workweek. Each time the
number of hours in a nonpay status, which
includes all nonpay hours except OWCE, in a
fuil-time employed’s leave year equals the num-
ber of base pay hours in a pay period, the civil-
ian payroll system shall reduce his or her credits
for sick leave by an amount equal to the amount
of sick leave the employee carns during the pay
period. Part-time employees earn 1 hour of sick
feave for cach 20 hours in a pay status. They
may not earn more than 4 hours of sick leave for
80 hours in a pay status during any biweekly
pay period, Intermittent employees do not carn
sick leave,
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B. Sick leave carned shall be posted
to an employee’s record each pay period before
sick leave taken in that period is charged against
the sick leave balance.

050303. Limitations and Variances

A. There is no limit on accrued balances
of sick leave, Sick leave is recredited after a
break in service, if the break is not more than 3
years (5 Z.F.K. 630.502 (reference (I)). Annual
leave may be changed to sick leave, if the em-
ployec becomes ill during a period of annual
feave.

B. Exrcutive Schedule employees gener-
ally do not accrue leave (5 U.S.C. 6301(2)()
(reference (b)). Any unused leave that remains
to his or her credit when an employee moves to
an appointment under the Executive Schedule
will be centified o an SF 1153 by the civilian
payroli office. The SF 1150 will be sent to the
civilian personnel office for retention in the
Official Personnel Folder (OPF), until the em-
ployee is reemployed in a leave-accruing posi-
tion or scparated from the Executive Schedule
position. Career appointees appointed at a rate
of basic pay equal to or greater than the ralv
payable for Level V of the Executive Schedule,
may clect to continue to have leave provisions as
if the carcer appointee remained in the SES
position from which appointed,

050304. Advance Criteria. In cases of serious
disability or illness, employees, except those
serving under a limited appointment or with a
specified termination date, may be advanced up
to 30 days sick leave, or equivalent for uncom-
mon tours of duty. Laployers should submit
requests in writing for advance sick leave to the
leave-approving official.  Advance sick lrave
should not be granted if it appears likcly that the
employee will not return to duty long enough to
carn the leave. Employees must repay any
advanced sick leave unless the separation is
caused by death, disability retirement, or a
disability which prevents the employee from
returning to duty or continuing in the service,
and which is the basis of the separation as
determined by the employing office on medical
cvidence acceptable to it See 5 US.C. 6307
(reference (b))

050305, Unused Sick Leave. Fmployees are not
paid for unused sick leave upon separation. The
unused sick leave balance upon retirement or
death is shown in the Remarks column under
Service History on the SF 2806/3100. See 5
C.F.R. 630.209 (reference (1)).

050306. Transferred Employees. For employees
transferred, see subparagraph 090202.C. for the
instructions for the SF 1150 to transfer sick leave
balances.

0504 RESTORED LEAVE

050401. General. Except as otherwise autho-
rized by regulation, annual leave restored under
5 U.S.C. 6304(d) (refcrence (b)) must be sched-
uled and used not later than the end of the leave -
year ending 2 years after:

A. The date of restoration of the
annual leave forfeited because of administrative
crror; or,

B. Thedate fixed by the agency head,
or his designated official, as the termination date
of the exigency of the public business which
resulted in forfeiture of the annual leave; or,

C. The date the employee is deter-
mined to be recovered and able to return to duiy
if the leave was forfeited because of sickness.

050402, Appraval Requirements, The following
requirements must be et before forfeited annu-
al leave can b considered for restoration:

A.  Usc of the annual leave must have
been scheduled in writing before the start of the
third biweckly pay period prior to the end of the
leave year; and

B.  The determination that an exigen-
cy is of major importance, and therefore annual
leave may not be used, must be made by the
head of a major field headquarters nrmajor field
installation in compliance with 5 C.F.R. 630.305
(reference (1)).

050403. Time Limit. For an exlended exigency
of the public business, the time period for use of

restored feave i 2 years for each calendar year,
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or part thereof, during which the exigency
existed. This time period starts at the beginning
of the leave year following the leave year in
which the exigency is declared to be ended. An
extended exigency is one that threatens the
national security, safety or welfare; lasts more
than 3 calendar years; affects a segment of an
agency or occupational class; and precludes
subsequent use of both restored and accrued
annual leave within the time limit specified in &
US.C. 6304(d) (reference (b)) and 5 C.FR.
630.306 and 630.309 (reference (1)). Entry into the
SES does not change the time limit, established
under 5 C.F.R. 630.306 (reference (1)), during
which restored leave must be used in order to
avoid forfeiture.

050404, Separate Leave Account, The payroll
system shall maintain three separate restored
leave accounts. Restored annual leave must be
credited to a separate leave account identifying
the date of restoration, ihe date of forfeiture, the
amount credited for use, the amount of usage,
and the unused batance. Restored annuai leave
is not inctuded in, and does not increase, the
maximum annual leave carryover for an employ-
ce,

050405. Time and Attendance Reports. Time-
keeping instructions in paragraph 020203, specify
the incthod to be used to identify the Jeave
account to be charged.

(0850406. Forfeiture of Annual Leave., Restored
annual leave, if unused at the expirvation of the
time limitation, is forfeited with no further right
to restoration.

050407, Lump-Sum Payment. Upon separation,
employees entitled to lump-sum payment shall
be paid for their unused restored annual leave if
such leave has not been forfeited. If the leave is
forfeited because of an administrative error, a
claim must be filed within 3 yecars of the dis-
covery of the administrative error leading io the
forfeiture (5 US.C. 6304(¢)) (reference (b)), Em-
ployees entering active duty in the Armed Forces
may rot clect to have leave remain to their credit
until their return from active duty (5 U.S.C, 5552
and 6304) (reference (b)), See section 0307 for
additional information on  fump-sum  leave
payments,

050408. Unlimited Annual Leave Carryover

A. Section 6304(d) of 5 U.5.C, (refer-
ence (b)) was amended so that civilian DoD em-
ployees who are employed at installations that
are facing planned base closures may carry into.
the next leave year more than 240 hours of
annual leave. Annual leave accumulaied in
excess of 240 hours at closing bases under this
provision will be considered restored leave. This
provision is effective October 23, 1992, and does
not cover leave restored before that date, and
will expire December 31, 1997. For employees
with annual leave restored under Section 4434 of
P.L. 102-484 (reference (e)) who transfer prior to
base closure or as a resuli of base closure, the
expiration date to schedule and use the leave
will be the end of the leave year ending 2 years
after the date of transfer. If a decision is made
that relocation from the closing installation will
be within the commuling arca, the expiration
date to schedule and use the annual leave re-
stored under Section 4434 of P.L. 102-484 (refer-
ence (¢)) will be the end of the leave year ending
2 years after the date of the decision.

B. Civilian personnel offices  will
furnish civilian payroll offices wilh listings by
the end of cach leave year that identify cach
employee who is eligible (including those who
were eligible in prior years and those who are -
newly eligible) for restoration of annual leave
under this provision. The list will contain eack
eligible employee’s full name, SSN, and employ-
ing activity. The list should be labeled "Employ-
ees eligibie for annual leave restoration under
Section 4434 of P.L. 102-484," or an equivalent
heading, and it should be signed by the person-
nel officer. This listing should be separate and
distinct from any employee listing, form, or
memorandum which is used to inform civilian
payroll offices that an employee’s annual leave
is to be restored under provisions of 5 C.E.R.
630.306 (reference (1)),

0505 RESTORED _LEAVE RESULTING
FROM CORRECTION OF UNJUSTIFIED OKR

UNWARRANTED PERSONNEL ACTION

050501.  Annual teave that is restored to an
employce as a result of the correction of an
unjustified or upwarranted personnel action in




PoD Financial Management Regulation

Volume 8, Chapter 05

excess of the maximum leave accumulation
authorized by law must be credited to a separate
leave account for use by the employee (5 C.F.R.
5§50.805(g)) (reference (I)) and (FPM Supplement
890-2, Book 550, paragraph 58-8) (reference (k)).
This restored leave shall be referred to as rein-
stated leave. Annual leave in such a separate
account must be scheduled and used as provid-
ed in the following subparagraphs. If leave is
not used within the prescribed time frames, it
shall be forfeited. See 5 U.S.C. 5596(b)(1)(B)
(reference (b)).

A. Full-Time Employees,  Excess
annual leave of 416 hours or less must be sched-
uled and used by the end of the leave year
ending 2 years after the date on which the leave
is credited to the separate account. This period
is extended by 1 year for each additional 208
hours of excess annual leave or any portion
thercof. See Table 5-3.

B. Part-Time Employees. These em-
ployees shall schedule and use excess annual
leave in an amount cqual to or less than 20
percent  of the employee’s scheduled tour of
duty over a period of 52 calendar wecks by the
end of the leave year ending 2 years after the
date on which the annual leave is credited to the
separate account. This period shall be extended
by 1 leave year for each additional number of
hours of excess annual leave or any portion
thereof, equal to 10 percent of the employee’s
scheduled tour of duty over a period of 52
calendar weeks. See Table 5-3.

0506 COMPENSATORY TIME USED

050601, Compensatory time off in lieu of
overtime pay derives from entitlement to pay for
overtime work (i.c., work in excess of 8 hours in
a day or 40 hours in a week, ordered in advance
by management). Additionally, compensatory
time off is extended to both GS and F'AS em-
ployees working a tlexitime scheduie; however,
only GS employees are authorized compensatory
time off under compressed schedules,  Refer to
5U.5.C. 6122, 6123, 6127, and 6128 (reference (b))
and 5 C.F.R. 550.114 (reference (1)).

050602.  Compensatory time off must be grant-
ed to an employee within a reasonable time after

the overtime is worked. The limit for the use of
compensatory time is the end of the 26th pay
period after that in which the overtime was
worked. The unused compensatory time shall
then be paid at the overtime rate at which it was
earned. National Guard Technicians may not be
paid overtime and must use compensatory time
within 26 pay periods after it is carned.

050603. When an employee separates or trans-
fers to another employing activity, unused
compensatory time balances shall be paid at the
overtime rate in effect when the compensatory
time was earned. Title 32 National Guard tech-
nicians shail forfeit any unused compensatory
time when they separate or transfer to another
employing activity.

0507 COMPENSATORY TIME OFF FOR
RELIGIOUS REASONS

050701. Section 5550a of 5 U.S.C. (reference (b))
provides for compensatory time off for religious
observances.  An employee whose personal
religious beliefs require not working during
certain periods of time may elect to work com-
pensatory time for the time lost to meet those
religious  requirements.  An employee who
works compensatory time for religious reasons
shall be granted equal compensatory time off
from the scheduled tour of duty (5 C.ER.
550.1002) (reference (1)).  See subparagraph
030302.F. for additional information regarding
compensatory time off for religious reasons.

0508  LEAVE-SHARING PROGRAMS (VOL-

UNTARY LEAVE TRANSFER AND VOLUN-
TARY LEAVE BANK)

050801. General.  The "Federal Employees
Leave Sharing Amendments Act of 1993, P.L.
103-103 (reference (e)), makes permanent the
voluntary leave transfer and voluntary leave
bank programs. The Act requires all agencies to
uperaie a leave transfer program, allows all
agencies to establish leave banks at any time,
permits employees to participate in both pro-
grains, climinates the requirement to count any
advarced leave an employee may have when
determining whether the employee qualifies to
be a leave recipient, and permits leave recipients
who exhaust transferred leave 0 use leave
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accrued while in a transferred leave status. The
Act took effect on February 5, 1994. Under P.L.
100-566 (reference (e)), leave sharing programs
for Federal workers were experimental and
would have terminated on October 31, 1993,

050802, Voluntary Leave Transfer Program, In
accordance with 5 C.F.R. 630.901 et seq, (refer-
ence (1)), Federal employces may donate annual
leave to other employees who need leave be-
cause of 2 medical emergency. Medical emer-
geney used herein is defined as a medical condi-
tion of an employee or a family member of an
employcee (as defined in 5 C.F.R. 630.902) (refer-
ence (1)) that may require an employee’s absence
from duty for a prolonged period of time and
result in a substantial loss of income to the
empluyee because of the unavailability of paid
leave,

A. Interagency leave transfer is
mandatory if any of the following conditions are
met:

1. If a family member of a leave
recipient is employed by another agency and
tequests the transfer of annual leave to the leave
recipient,

2. If, in the judgment of the
leave recipient’s employing agency, the amount
of annual leave transterred from Jeave donors
employed by the leave recipient’s employing
agency may not be sufficient to meet the needs
of the leave recipient,

3 If, in the judgment of the
leave recipient’s employing agency, acceptance of
leave transferred from another agency would
further the purpose of the Voluntary Leave
Transfer Program (5 C.F.R. 630.906(f) (reference
().

B.  Leave donors may not contribute
to an immediate supervisor, The annual leave
donated must be accrued and available at the
date of donation. The maximum amount of
annual leave that may be donated during the
leave year shall be the lesser of:

1. One-half of the amount of
annual leave he or she would be entitled to

accrue during the leave year in which the dona-
tion is made; or

2. The number of hours remaining
in the leave year (as of the date of the transfer)
for which the lcave donor is scheduled to work
and receive pay.

These limitations may be waived according to
the agency’s established written criteria.  The
waivers shall be documented in writing,.

C.  Thedonated leave may be used by
the recipient only for the documented medical
emergency, It may not be used {oi any other
purpuse. The law provides that a leave recipient
will carmn annual and sick leave while using
donated leave, but « ly up to 40 hours of cach,
which are placed in separate accounts for use
after the recipient exhausts all donated leave or
the medical emergencey ends. An employee may
use any annual or sick leave accrued while ina
shared leave status if the medical emergency
continues after the leave recipient exhausts all
transferred feave. Leave accrual for employees
who use donated leave intermittently shall be
prorated between the regular leave accounts and
the separate leave accounts until the maximum
accrualis reached or termination of the emergen-
cy. Accruals are prorated basid on the number
of hours of donated leave used within the pay
period.

D. Upon termination of the medical
emergency, the unused donated leave shall be
transferred pro rata back to each donor (5 C.E.R.
630.911) (reference (1)), Each donor has an elec-
tion as to how the leave is to be recredited from
the following options:

1. Crediting the donated annual
leave to the donor's annual leave account in the
current [eave year;

2. Crediting the donated annual
leave to the donor’s annual leave account effec-
tive as of the first day of the first leave year
beginning after the date of election; or

3. Donating such leave in whole
or part to apother leave recipient.
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E. The civilian payroll office shall
process all lecave balances, restore unused balanc-
es and track the identified civilian payroll office
cost,

050803. Voluntary Leave Bank Propram. Under
the Voluntary Leave Bank Program (5 U.S.C.
6361-6373) (reference (b)) and (5 C.F.R. 630.1001
et seq) (reference (1)), employees can make a
specified contribution of annual leave to their
agency’s leave bank in order to become leave
bank members. See 5 C.F.R. 630.1004 (g)
through (i) (reference (I)) for minimum leave
contributions. Should a jeave bank member
experience a medical emergency, he or she can
apply to the leave bank board for withdrawal of
annual leave from the teave bank.

050804. Participation in Both Programs. The
law permits an employee to participate in both
leave transfer and leave bank programs in the
same agency for the same medical emergency if
his or her agency has established both programs.

0509 HOLIDAY

050901, When No Work Is Performed. An em-
ployee in a pay status on vither the regularly
scheduled workday preceding a holiday or on
the regularly scheduled workday succeeding a
holiday is entitled to straight-time pay for the
holiday, regardless of his status on the holiday
not worked.

A. Regular full-time employees
reccive their regular straight-time pay, including
night differential and shift differential, for holi-
days on which they are not required to work.

B. Part-time employecs receive their
regular pay for holidays falling on their regular-
ly scheduled workdays. When an installation is
closed for an "in licu of" holiday that falls on a
part-time employee’s regularly scheduled work-
day and the employee is prevented from work-
ing on that day, the installation may excuse the
employee from duty by an administrative order
or grant the employee annual leave or LWOP for
the hours scheduled to be worked on that day.
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C. Intermittent employees, including
experts and consultants, with no regularly sched-
uled tour of duty receive no compensation
unless actual work is performed.

050902. When Work Is Performed. See holiday
premium pay provisions in paragraph 030305.

0510  CREDIT HOURS

051001. Credit hours may be worked only by
employees on flexible schedules. Credit hours
are hours in excess of the basic work require-
ment, but within the tour of duty. Credit hours
shall be earned and used in the same increments
as other leave, Credit hours are carmed when
work is performed at the option of the employee.
The hours are in excess of the employee’s basic
work requirement (8 hours in a day, 40 hours in
a weck, or 80 hours in the biweckly pay period).
Credit hours arc distinguished from overtime
hours in that they are not officially ordered in
advance by management. See 5 U.S.C. 6121-6126
(reference (b)).

051002. A full-time employee may accumulate
not more than 24 credit hours to be carried
forward for credit against a later pay period. The
24 credit hours carried forward must be account-
ed for the same as other types of leave (5 U.S.C,
6126) (reference (b)).

051003. A part-time employee is limited to the
credit hours to be carried forward on a pro rata
basis. For carry-over purposcs, a part-time
employee may carry over credit hours {rom |
biweckly pay period to a subsequent biweekly
pay period, in an amount equal to 25 percent of
the biweekly scheduled hours of work.

051004. The employee receives no additional
pay for credit hours when these hours are credit-
ed to hic or her account.  Credit hours are con-
sicered a part of the basic work requirement
(nonovertime wurk) in the biweekly pay period
to which they are applied. An employee is
cntitled to his or her basic rate of pay for credit
hours. Credit hours shall be paid at the employ-
ce's current hourly rate when an employee is no
longer subject to a flexible werk schedule pro-
gram or upon separation (5 US.C. 6126(b))
(reference (i), For full-time cmployees not more
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than 24 accumulated credit hours can be paid.
For part-time employees, credit hours which are
rot more than 25 percent of such employee’s
biwecekly scheduled hours can be paid.

051005. Credit hours shall not be used by an
employee to increase the entitiement to overtime
pay. Anemployee shall not be paid Sunday pay
or holiday pay for credit hours. Whether an
employee is entitled to night pay for credit hours
on the workday in which taken depends on the
rules for night pay. Credit hours shall be con-
sidered daytime hours whenever possible. For
example, if an employee’s schedule includes
daytime and nighttime hours, credit hours may
be applied only to the daytime portion of the
schedule.  An employee has the right to use
carned credit hours, subject to the activity’s
authorily to approve the time at whicl. they may
be used (5 U.S.C. 6123(c)) (reference (b)).

051006, There is no limit on the number of
credit hours which may be accumulated during
the biweekly pay perind.  Any credit hours
worked in a pay period that exceed the 24-hour
maximum carryover must be taken during that
pay period, or they will be forfeited,

0511 TIME OFF AS AN _INCENTIVE

AWARD

e
(151101, Authorized by 5 U.5.C. 4502(¢) (refer-
ence (b)), a time-off award may be granted in
licu of cash (5 C.ER. 451.301-451.307) (reference
(1)). Sce subparagraph 031102.C. for additional
information.

0512 EACUSED ABSENCE

(51201,  CGeneral.  Excused absence is an ab-
senee from duly, administratively authorized,
without loss of pay and without charge to leave.
Agency heads or their designees have authority
to grant excused absence in limited drcumstanc-
¢s for the beneiit of the agency’s mission or a
Government-wide recognized and sanctioned
purpose. The following are some of the more
conmmon situations in which agencies generally
excuse absence without charge to leave,  See
Fi'M Chapter 630, Subchapter 17 (reference (am))
and DoD 1400.25-M, CPM Supplement 990-2,
630.511 (reference (u)).
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051202. Blood Donation. Employees who serve
as blood donors shall be excused from work
without charge to leave for the time necessary to
donate the blood, for recuperation following
blood donation, and for necessary travel to and
from the donation site (30 Comp. Gen, 521
(1951)) (reference (p)). The maximum excusal
time shall not exceed 4 hours except in unusual
cases. When an employce must travel a long
distance, or when unusual need for recuperation
occurs, up to an additional 4 hours may be
authorized.

051203. Closure of Installations or Activities,
When wipdoyees are prevented from working
due to extreme wecather conditions or other
serere disruptions, administrative leave may be
granted.

051204. Tardiness and Brief Absence. Excusal
for tardiness and brief absences is limited to
periods of less than 1 hour. The absence may
also be compensated for by additional work or
may be charged against any compensatory time
the employee may have to his or her credit or
may be charged to annual leave, LWOT (with
the employee’s consent), or AWOL.

051205. Registering and /or Voting,  Excusal
from duty for registering and/or voting in any
clection or referendum for a reasonable period of
time is authorized. Generally, employees are
excused from duly to permit them to report for
work 3 hours after the polls open or to leave
work 3 hours before the polls close, whichever
results in the lesser amount of time off. Employ-
ees on flexible work schedules will be excused
only for those hours which cannot be accom-
modated by their flexible schedules,

05:206. Taking Examinalions. This applics
only to exams given by or taken at the request of
the employing activity.  Employees shall be
excused, withnut charge to leave or loss of pay,
for all examinations required for converting to
career-conditional appointments or for required
noncompetitive examinations within the same
empioying activity.

051207, Attending Conferences or Conventions.
Employees may be excused to attend conferences
or conventions when it is determined that the

)
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attendance will serve the best interest of the
Federa] service, Excused absence of this type
shall be limited to 5 working days per calendar
year. Such absences may be restricted to those
situations in which the employee is an official
representative of the organization involved or is
a contributor on the agenda. Employees shall
not be excused to attend conferences or conven-
tions of political parties or partisan political
groups or committees.

051208. Representing Employee Organizations,
Representative leave hours shall be reported by
tiroe separate categories. The categories are
vwgotiations, on-going labor and management
committecs, and grievance and appeals. Absence
charged as representative leave may be subject to
the provisions of local negotiated agreements
and/or supervisory approval.

0513 COURT LEAVE

051301, Employees are authorized court leave
with pay when summoned in connection to
serve as a juror; or as a witness in a nonofficial
capacity on behalf of any party in connection
with any judicial proceeding to which the United
States, the District of Columbia, or a State or
local government is @ party. See 5 US.C. 6322
(reference (b)).

051302. If an employee is on annual leave
when called for jury duty or witness service,
court feave shall be substitufed. No charge shall
be made to annual leave for the court service.

051303. An employee who is under proper
summons from a court to serve on a jury should
be granted court leave for the entire period,
regardless of the number of hours per dey or
days per week he actually serves on the jury
during the period.  Jury service for which an
employee is entitled to court leave does not
include periods when the employee is excused or
discharged by the court, either for an indefiiiie
period, subject to call by the court or for a
definjte period in excess of 1 day. Therefore, an
employee may be required to return to duty or
be charged annual leave if excused from jury
service for 1 day or even a substantial part of a
day. The employee may not, however, be re-
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quired to return to duty if it would work a
hardship on him or her.

051304, Intermittent employees are not eligible
for court leave (49 Comp. Gen. 287 (1969)) (refer-

ence (p)).

051305. Nonexempt employees shall not have
their pay reduced under FLSA (reference (n))
due to court leave for jury duty or witness
service during their regularly scheduled tour of
duty. The Comptrolier General has determined
that the court leave provision, 5 U.S.C. 6322
(reference (b)), provides authority to pay nonex-
empt employees the same pay as they otherwise
would receive for their regularly scheduled tour
of duty in the biweekly pay period under FLSA
(62 Comp. Gen. 216 (1983)) (reference (p)).

051306. When an employee is called for court
service (as a witness or juror), the court order,
subpaoena, or summons, if one was issued, must
be presented to the supervisor as far in advance
as possible,

051307. Employees who perform jury duty
service on behalf of;

A. A State or local court are paid jury
duty fees;

B.  The United States or District of
Columbia government are nol paid jury duty
fees (5 U.5.C. 5537) (reference (b)).

051308. Employees  who
service on behalf of:

perform  witness

A. A State or local government in a
nonofficial capacity are paid witness fees.

B. A private party in a nonofficial
capacity to which the United States, District of
Columbia, or a State or local government is a
paity aic not paid witness fees.

051309, | Fees received for jury duty and witness
service performed in subparagraphs 051307.A.
and 051308,A. cannot be retained by the employ-
ce. The employee must submit fees reccived for
jury or witness service by money order or per-
sonal check to the employing activity. A certifi-
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cate of attendance from the clerk of the court
must also be submitted. The certificate shows
inclusive dates of jury duty or witness service
and amount i fees the court paid to the employ-
ee, The certificate of attendance should separate-
ly identify fees and allowances. Fees received by
the employee are collected while allowances are
not. If the certificate of attendance does not
identify allowances separately, all monies are
considered fees and shall be collected.  The
employee may keep reimbursements for expens-
es received from the court, authority, or party
that caused the employee to be summoned and
may keep fees that exceed the employee’s com-
pensation for the days of service. An employee
serving on a jury in a State or local court who
waives or refuses to accepl jury fees is still liable
to the U.S. Government for the fees he or she
would have received.

051310. Fees should not be paid for jury duty
or witness service performed in subparagraphs
051307.B. and 051308,.B. However, if fees are
paid to an employee while serving in a nonoffi-
cial capacity, fees paid cannot be retained by the
employee. Such fees must be turned in to the
employing activity. An employee may keep
reimbursements for expenses received from the
court, authority, or party that caused the em-
ployee to be summoned.

051311. Employees who  perform  witness
service in an official capacity on behalf of the
U.S. or District of Columbia Government, a State
or local government, or a private party shall not
be paid witness fees nor shall the time scrved as
a witness be charged to court leave or annual
leave. The time shall be recorded as official
duty. If any fees are paid, they must be turned
in to the employing activity.

051312. Employees who testify in a nonofficial
capacity on behalf of a private party to which
the United States, District of Columbia, a State,
or local government is not a parly are not enti-
tled to court leave. The employee must take
annual leave or LWOP. He or she is entitled to
the fees and cxpenses related to such witness
SOrvice.

051313, Whena holiday occurs daring the time
an employee is on jury duty or witness service,

the employee can keep the jury duty or witness
service fee raid for the holiday.

051314. 1fan employec is called to jury duty on
a nonworkday, the employee may keep the fees
paid.

051315. Monies submitted for fees collected by
employces for jury duty or witness service shall
be accounted for on a DD Form 1131, Under 5
U.S.C. 5515 (reference (b)), the appropriation and
accounting classification that paid the employee’s
salary while on jury duty or witness service will
be credited with these monies.

051316. See Table 5-4 for employee absences for
court or court-related services.

051317.  Fees not submitted in a timely manner
are subject to payroll deduction. Payroll deduc-
tions to collect the fees will be made in the next
regular pay period,

0514 MILITARY LEAVE

051401. General, TPublic Law 96-431 (reference
(0)), as cadified at 5 U.S.C. 6323 (reference (b)),
provides that effective October 1, 1980, military
leave shall be made available to eligible employ-
ces on a fiscal year rather than a calendar year
basis; unused military leave up to 15 calendar
days shall be allowed to accumulate for subse-
quent use; and cligible part-lime employees, as
defined by 5 U.5.C. 3401(2) (reference (b)), are
entitled to military leave on a prorated basis.
Employees with temporary appointments of 1
vedar or less, or intermittent work schedules are
not entitled to military leave. Employees with
appointments exceeding 1 year are entitled to
military leave.

051402. Recording Military Leave. At the
beginning of cach fiscal year (1 October) eligible
full-time employees shall be credited with 15
calendar days of military Ieave, Eligible part-
time employees shall be eredited with leave on
a prorated basis. The percentage is determined
by dividing 40 into the number of hours in the
employee’s  regularly  scheduled  workweck
during that fiscal year. Any portion of the leave
unused at the end of the fiscal year, not to
exceed 15 days, shall be carried forward to the
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next fiscal year. New eligible employeez and
new members of Reserve components shall be
credited with the full 15 days (prorated if em-
ployed part-time) when entering rpon duty or
upon joining the Reserve unit. It shall not be
prorated for a partial year.

051403. Military Leave Charges. To substanti-
ate leave charges, an employee is required to
submit a copy of the orders directing him or her
to active military duty and a certified verification
of attendance indicating cempletion of training
duty upen return to duty from military leave.
Military leave is charged on a calendar-day
basis. No charge is made to nonworkdays at the
beginning and end of a period of absence on
active military duty, but all intervening non-
workdays falling within the period of active
military duty must be charged to military leave.
If an employee has scparate sets of orders or
orders which cover separate periods of time,
with return to civilian status between the periods
covered in the orders, military leave shall not be
charged for the time the employee is returned to
civilian status. Military leave may be taken
intermittently, a day at a time, or all at one time,
regardless of the number of training sessions.

051404. Effective Date of Separation for Mili-
tary Duty, Before a Reserve or National Guard
member is separated from civilian employment,
the member must be given the chance to use any
accrued military leave. If a member takes mili-
tary leave and is then separated, the date the
scparation is effective shall be the date the
military leave expires.

051405. Pay Status Required. A maximum of
30 aays of military leave can be used in any
fiscal year. The military leave may be used
during once or more periods of military duty
during the fiscal year. Employeces can take the
full 15 days of military leave immediately at the
beginning of a fiscal year even if up to 1 maxi-
mum ot 30 days had been taken during the prior
fiscal year and even if the military duty is con-
tinuous (70 Comp. Gen. 263 (1991)) (reference

(P))-

051406, Nonexempt employees shall not have
their pay reduced under FLSA due to military
leave for training. Employees shall receive the

same pay as they would otherwise receive for
their regularly scheduled biweekly tour of duty.

(051407. Permanent or temporary indefinite
employees who as Reserve or Natjonial Guard
members provide military aid to enforce the law
or assistance to civil authorities in the protection
or saving of life or property or the prevention of
injury are also entitled to leave not to exceed an
additional 22 workdays in a calendar year as
outlined in 5 U.S.C. 6323(b} (reference (b)). A
copy of the orders and a certificate of attendance
is required. Leave granted for these purposes
are charged in hours. The 22 workdays are
«  ried to 176 hours and charged on the same
b as annual and sick leave. An employee
wou “ing an uncommon tour of duty shall have
thiz additional lcave entitlement adjusted on a
pro rata basis (49 Comp. Gen. 233 (1969)) (refer-
ence {p)).

051408. Employces who arc members of the
National Guard of the District of Columbia are
entitled to leave without foss in pay or time for
cach day of a parade or encampment ordered or
authorized under title 39, District of Columbia
Code (reference (an)). This covers cach day of
service, or a portion thereof, the National Guard
is ordered to perform by the commanding gener-
al. See 5 U.S.C. 6323(c) (reference (b)).

051409.  Under the provisions of 5 U.S.C. 5519
(reference (b)), an employece’s civilian pay is
reduced by the amount (other than a travel,
transportation, or per diem allowance) received
by the employee for military service as a mem-
ber of the Reserve or National Guard for a
perind for which he is entitled to leave under 5
US.C. 6323(b) or (c) {reference (b). Refer to
subparagraph 080512, for further information,

0515 EDUCATORS iL.EAVE. See subpara-
graph 070201.M. for educators leave.

0516 SHORE LEAVE

051601.  An officer, crew member, or other em-
ployee serving aboard an oceangoing vessel on
an extended voyage may be granted leave of
absence under 5 U.5.C. 6305(c) (reference (b))
and 5 C.F.R. 630.701-630.704 (reference (1)) at a
rate not to exceed 1 day for cach 15 calendar
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days of absence on one or more extended voyag-
es. An employee has an absolute right to use
shore leave, subject to the right of the head of
the agency to fix the time at which shore {cave
niay be used.

051602. Shore leave accrues for service by
employees on an extended voyage. An extended
vovage must be at least 7 consecutive calendar
days long, including voyage-preparation time op
board the vessel.

051603. An employee earns shore leave at the
rate of 1 day of shore leave for cach 15 calendar
days of absence on one or more extended voyag-
es. The master of the vessel will keep a record
of accrual and use of shore leave for each em-
ployee.

051604, Civilian payroll offices shall accept
shore leave taken on the time and at'endance
report.

051605.  Shore jeave may be granted during a
vavage at the request of the employee.  A-
employee must submit the request in writing; if
the shore leaye is denied, the denial must be in
writing.

051606. Shore leave is in adawion to annual
leave. It mav be accumulated {or {uture use
without limitation.

051607.  The minimum charg: for shore leave i
1 day. Additiona] charges are in whole days,

051608,  Shore leave is not included for fump-
sum leave payment. '

051609.  Shore leave is forfrited if not granted
before:

A. Separation from the service; or

B.  Officiat assigmment (oiher than for
temporary detail) to a position in which the
employee does not earn shore leave. To the
extent administratively practicable, the employ-
ing aciivity shall give an employee an opportuni-
ty to use the shore leave to his or her credit
cither before the reassignment, or not later than
0 months after the date of the reassignment
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when the employing activity is unable to grant
the shore leave before the reassignment.

051610. At the time of an employee’s transfer to
a pcsition at another empioving activity or
agency, accumulated shore leave shall be trans-
ferred if:

A. Heorshe is entited to shore leave
in the new position, and

B. There is no dreak in service.
0517 HOMI LEAVE

051701. Employees who met the requirements
of 5 US.C. 6304(b) (reference (b)) inr the accu-
mulation of a meximum of 45 davs of annual
leave earn home leave, Home feave is carned
fron the day of arrival in a post of duty outside
the United States or on the date of entrance on
duty when recruited abroad, Emnloyces carn 5,
10, or 15 days of leave based on the criteria
established in 5 C.E.R. 630Lb604{2 (reference (Iy).
Employees may be grented home leave after
completion of a basic serviee period of 24
months of continuous service abroad.  The
minimum charge is 1 day and muliiples thereof.
There is no maximur ascumuiation,  Balances
shall be retained on the SF V150 for future use.
Home leave is to be gaanted omy during an
employece’s period of servies abroad, or within a
reasonable period after retn rom service
abroad when it is confumplated that the employ-
ce will return to servive abroad imimediately or
on completion of an assignment in the United
States (unpub. Comp, Gen, Decision, B-147031,
September 11, 1961, and February 5, 1962) (refer-
ence (p)).

051702.  An employes is indebted for the home
leave used when he er she fails to return to
service abroad after the neriod of home leave, or
after the completion of an assignment in the
United Siates. However, a woiand {or this in-
debtedness is not requized when the employee
has completed pot less than ¢ months’ service in
an assignment in the United States {ollowing the
period of home loave, the i activity
determines that tho emping are toreturm
was due to compeiling personal reasons of a
humanitarian or compassionate nature, such as
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involving physical or mental health or circum-
stances over which the employee has no control;
or the employing activity which granted the
home leave determines that it is in the public
interest not to return the employee to the over-
seas assignment. Home Icave can only be used
in the United States, Commonwealth of Puerto
Rico, or a territory or possession of the United
Statoes. See 5 U.S.C. 6305(a) (reference (b)) and 5
C.F.R. 630.601-630.607 (reference (1)),

051703. Transfer and Recredit of Home Leave.

D. Brothers and sisters, and their
spouses;

E. Any person related by blood or
affinity whose close association with the de-
ceased was the cquivalent of a family relation-
ship. See 5 U.S.C. 6326 (reference (b)) and 5
C.F.R. 630.801-630.804 (reference (1)).

0519 CONTINUATION _OF TAY_ (COP)
AND OFFICE OF WORKERS' COMPENSATION

PROGRAM (OWCP) For information on COP

An employee is entitled to have the home leave
account transferred or recredited when he or she
moves between agencies or is reemployed with-
out a break in service of more than % days. No
lump-sum payment is made for home leave,

0518 FUNERAL LEAVE

051801, Funeral leave is granted to allow an
employee to make arrangements for, or to at-
tend, the funeral or memorial service for an
immediate relative wio died as a resull of
wounds, disease, or injury incurred while serv-
ing as ¢ menber of the Arred Forces in a
combat zone. Section 6326 of 5 U.S.C. (reference
(b)) requires an activiry fo grant an employee
funeral leave as is needed and requested, not to
exceed 3 workdays, without loss of or reduction
in pay, leave to which he or she is otherwise
entitled, or credit for titne or service, and with-
out adversely affecting his or her performance or
cfficiency rating. The 3 days need not be consec-
utive, but if not, the employee shall furnish the
approving authority satisfactory reasons justify-
ing a grant of funeral leave for nonconsecutive
day:. Combat zone means those arcas deter-
mined by the President under the authority of 26
U.5.C. 112 (reference (7). Anactivity may grant
funerai leave only from a prescribed tour of
duty, including regularly scheduled overtive.
Immediate relatives are the following relative:, of
the deceased member of the Armed Forces:

A.  Spouse and his or her parents;

B. Children, including adopted
children, and their spouses;

C. TParents;

and OWCP, see section 0312, See subparagraph
050104.B. for proration of leave.

0520  FURLOUGH
052001, General

A. Use. A furlough action is the
placement of an employee in a temporary non-
duty and nonpay status on a continuous basis
{for exw mple, 10 consecutive days), or a noncon-
tinuous basis (for example, 1 day a week) be-
cause of Jack of work or funds or for other
nondisciplinary reasons.  An SF 50 must be
issued for furlough. Reduction-in-Force (RIF)
procedures under FPM Supplemrent 351-1 (refer-
ence (ao)) must be followed to turlough an em-
ployce when the furlough will be for more than
30 consecutive days (or more than 22 workdays
if done on a noncontinuovs basis), if caused by
one of the reasons in FPM Supplement 351-1,
paragraph 52-3a(2) (reference (a0)), and is not in
accordance with preestablished conditions of
employment,

B.  Time Limit. Anemployee may be
furloughed for up to 1 year. The T-year limit
begins the day after the notice period ends and
when the furlough begine,

C.  Exclusions

i, Placeinent in nonpay and
nonduty status in accordance with preestablished
conditions of employment is not a RIF action,
but is covered by the requirements in FPM
Chuapter 340 (reference (am)).

2. Afurlough for 30 days or less
{(or 22 warkdays or less if done on a noncontinu-




Volume 8, Chapter 05

DoD Financial Management Regulation

ous basis) is not a RIF action but is covered by
the adverse action procedures.

0521 ABSENCE FOR MILITARY DUTY

052101. Whether an employee is placed on a
leave of absence or military separation while
absent on military duty depends on the authority
under which he or she enters on military duty.
A member of a Reserve component who per-
forms active duty for training or inactive duty
training covered under 38 U.S.C. 2024(d) (refer-
ence (ap)) must be granted a leave of absence
upon request. Similarly, an employee is entitled
to a leave of absence for the period required to
report for induction, enlistment, or to determine
by preinduction or other examination the
employee’s physical fitness to enter the Armed
Forces under 38 U.S.C. 2024(¢) (reference (ap)).
An absence to perform military duty under any
other section of 38 U.S.C. (reference (ap)) should
ordinarily be processed as a military separation
except during a period of war or national emer-
geney when the provisions of 5 U.S.C. 8332(g)
(reference (b)) have Leen explicitly invoked. In
this situation, all employees who enter on mili-
tary duty will be granted a leave of absence
unless an employee has applied for and received
a lump-sum credit under 5 US.C. Chapter 83.
See 38 US.C. 2021 ¢t_seqg. (reference (ap)); 5
C.E.R. Part 253 (reference (1)), and FPM Chapter
353 (reference (am)), Refer to paragraph 051404,
for additional information.

0522 LEAVE WITHOUT PAY (LWOP)

052201, LWOP is a temporary nonpay status
und absence from duty gy ranted at the employ-
ec’s request.  Employec requests for paid leave
abscnce, such s annual or sick leave, when such
absence converts to LWOI® because of insuffi-
cient leave available, are considered to be the
requests for LWOP (FPM Chapter 630, Subchap-
ter 12) (referense (am)).

052202. Authorizing LWOP is a matter of
administrative discretion.  An employee cannot
demand LWOP as a matter of right except as
follows:

A. Disabled veterans are entitled to
LWOP if required for medical treatment under
Executive Order 5396, July 17, 1960.

3. Reserve and National Guard
members are entitied to LWOP if required to
perform military training duties under 38 U.S.C.
2024(d) (reference (ap)). See paragraph 052101,

C. For limited periods, employees are
entitled to LWOP if receiving injury compensa-
tion under 5 US.C. Chapter 81 (reference (b)).

052203. LWOP granted an employee may not at
a later time be converted to annual or sick leave
except in the case of administrative error, partici-
pation in the voluntary leave transfer or volun-
tary leave bunk programs, disability retirement
and employee compensation cases in which
claims are disallowed or when there has been a
settlement or an order of an arbitrator, adminis-
trative law judge, or Federal judge in an employ-
ce dispute.

052204. When the number of LWODP status
hours in a full-time employee’s leave year equals
his or her biwecekly tour of duty (i.e., 80, 112, 144
hours), the employee’s leave accrual is reduced
by an amount equal to the amount of leave (sick
and annual) carned during a pay period. When
reduction of accrual is required during the last
pay period in the calendar year for an employec
in the 6-hour leave accrual category (entitled to
accrue 10 hours of leave in such period), leave
accrual for that period shall be reduced only by
6 hours. When an employee has one or more
breaks in service during the leave year, incude
all hours in a LWOP status (other than nonpay
status duiing a fractional pay period when no
leave accrues). When an employee’s number of
LWOY hours at the end of the leave year is less
than his or her biweckly tour of duty, the LWOP
hours are dropped.

0523  ABSENCEWITHOUT LEAVE (AWOL)

052301. An absence from duty which is not
authorized or approved, or for which a leave
request has been denied, is properly charged as
AWOL although disciplinary action may be
taken on the basis of AWOL, (FPM Chapter 630,
Subchapter 12) (reference (am)). 1t does not
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necessarily mean that the employec has insuffi-
cient reason for requesting leave but that the
employer’s presence was required and the
reason for requesting leave was one for which
approval is not mandatory. AWOL shall be
charged on the time and attendance report and
leave record for the exact amount of time the
employee is AWCL.

052302. When the number of AWOL status
hours in a full-time employec’s leave year equals
his or her biweekly tour of duty (i.c, 80, 112, 144
hours), tae employee’s leave accrual is reduced
by an amount equal to the amount of leave
(annual and sick) carned during a pay pericd.
When reduction of accrual is required during the
last pay period in the calendar year for an
employee in the 6-hour leave accrual category
(entitled to accrue 10 hours of leave in such
period), leave accrual for that period shall be
reduced only by 6 hours. When an employee
has one or more breaks in service during the
leave year, include all hours in a AWOL status
(other than nonpay status during a fractional pay
period when no leave accrues). When an
employee’s number of AWOL hours at the end
of the l2ave year is less than his or her biweekly
tour of duty, the AWOL hours are dropped.

0524 SUSPENSION

052401. Suspension is the placement of an
employee in a temporary nonpay and nonduty
status for disciplinary reasons. An SF 50 must
be issued for all suspensions, See 5 U.S.C.
Chapter 75 (reference (b)) and 5 C.F.R. Part 752
(reference (1)).
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=

Biweekly Pav Period

tourly Accrur] Rate

Workdays Category 4 * Category 6 Category 8

1 1 1 1
2 1 1

3 1 2 2
4 2 2 3
5 2 3 4
6 2 4 5
7 3 4 6
8 3 5 6

b

9 3 5 7
10 4 6 8

Table 5-1, Leave Proration for Fractional Pay Periods

166

* This column may be applied for sick leave purposes.
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If the hours available to an employee are insufficient to cover the hours used or requested, the )
precedence for charging the excess is as follows:

|
|
g TYPEOF oM ] ANNUAL ANNUAL RESTOREL) LEAVE DONATED DXANATED REINSTATED
| HOURS TIME; LUAVE WITH | LEAVE WITH LEAVE WITHOUT LEAVE LEAVE LEAVE
; USED OR LSE OR NO USE OR (OLDEST PAY FOR FOR
I REQUESTED H LOSE LOSE ACCOUNT FAMILY EMPLOYEE
i FIRSTY
ANNUAL t 2 4 § 3
LEAVE
SICK LLAVE 2 i 5 3 B 6 4
=
COMP T1ME ! 1 4 2 5 a
MILITARY 2 1 i 5 3 4 I
LEAVE |
*
RESTORED 2 1 4 5 3
LEAVE?
TRAUMATIC 1
INJURY (CQI")
MILITAZY H 1 5 3 6 4
LEAVE FOR
LAW ENIOFCL
} MENT
“ i HOME LEAVE 2 1 5 3 3 4
}
! Ha SHORG LEAVE  § H § s 3 6 4
‘ T
ol EIUCATOG 1
) LEAVE™
“ - ‘ —
: i N
\ REINSTATED ! : i 4 a R
: LEAVE i
CREDIT HOUKS l___ 2 1 5 3 o 4
2 PGS INCENTIVE 1 |
W 4
1ML OFF 2 1 5 a 6 4
ANARDS <0 ____‘__J
ANY PURPOSE 1
LEAVE

T Al restored leave wecount balances will be used prior to converting to annual leave,

* Fducator, leave converls directly to leave without pay. Usable annual leave that is prandfathered i kept manually.

M Tais convesicn el 1 e pavroli sinee nas not received nolification of the pranting of the award within two pay periods after the usage.

Table 5-2, Conversion Mairix
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Full-Time Employees

Hours in excess of maximuin accumu-

Time limitation for use of reinstated leave

lation (end of leave year in progress after)
416 or less 2 years
417 - 624 3 years
L_925 - 832 4 years
B33 - 1040 5 years
1041 - 1248 6 years

Part-Time Employees

Hours in excess of maximum accumu-
lation

Time limitation for use of reinstated leave
(end of leave year in progress after)

If 208 or less multiply tour of duty by

2 years
20% (1040 x 20% = 208)
209 - 312 nultiply tour of duty by 3 years
10% (1040 x 10% = 104)
313 - 416 4 years
417 - 520 5 years
521 - 624 6 years

Table 5-3, Time Limitations for Use of Reinstaled Leave

168
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Government =
Type of Absence Fees Travel »
Expenses
¥)
Nature of Service . Yes
Court { Official | Annual
leave duty leave or | No Turi No | Yes*
Lwor Retain into »
agency
L. JURY SERVICE
A. US. or D.C. court X X X
]
. B. State or local court X X X
' II. WITNESS SERVICE
A. On behalf of U.S.
or D.C. Government X X X »
B. On behalf of State
or local government:
1. Official capacity X X X
» ¢
2. Non-official X X
capacity X
C. On behalf of a
: private party:
- ®
s 1. Official capacity X X X
: 2. Non-official
! capacity:
a. When party is »
N U.S, D.C. or State
i or local
3‘ government X X X
: b. When party is
- i not US, N.C.or »
' : State or local
| government X J X X
| * - Offset to the extent paid by the court, authonty or party which caused the employee to be summoned.
. -
Table 5-4, Employee Absences for Court or Court-Related Services
! .
!
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CHAPTER 06

MISCELLANEQOUS ACTIONS (SPECIAL ACTIONS)

0601 UNEMPLOYMENT COMPEN“ATION
FOR FEDERAL EMPLOYEES

060101. Genperal. The Secretary of Labor ad-
ministers the Unemployment Compensation for
Federal Employecs (UCFE) Program under 5
U.S.C. Chapter 85 (reference (b)), and proescribes
cgulations necessary to carry out its provisions,
See 20 C.FR. Part 609 (reference (w)). Cach
Component has responsibility for the UCFE
program within the DoD. The civilian personnel
offices at all DoD employing activitics have
primary responsibility for UCFE management.
The civilian payroll oftice has the responsibility
to assist the civilian personnel office by provid-
ing wage data needed to complete Department
of Labor ES Form 931, "Request for Wage and
Separation Information” and any other informa-
tion within its control requested by a State, the
Department of Labor, other Federal agencies, or
other DFAS offices. State Employment Security
agencies determine entitlement to compensation
and the amount of benefits payable to unem-
ployed Federal civilian employees under the
applicable State unemployment insurance law.
See 20 C.ER, 609.9 (reference (w)).

060102. Civilian Payroll Office Responsibilities

A. The civilian payroll officc must
report accurate wages to the civilian personnel
office to support an accurate State determination.
Monetary information that can affect the claim,
such as lump-sum annual leave payments and
severance pay, must also be reported accurately.

B. The State agency prepares an ES
Form 931 from information gathered during the
claimant’s interview and the employee’s copy of
the SF 8, "Notice to Federal Empioyee About
Unemployment Compensation." Three copies of
the ES Form 931 are mailed to the appropriate
civilian personnel office and a response must be
returned within 4 workdays after reccipt. If a
response cannot be made within the time limits,
the civilian payroll office must notify the civilian
personnel office immediately and the procedures

in 20 CF.R. 609.21(b) (reference (w)) must be
followed.

1. The civillan payroll officc
shall provide wage infurmation within 2 work
days of receiving the request.  The civilian
payroll office shall control and approve wage
data furnished the civilian personnel office. A
file copy shall be maintained of all data fur-
nished, for at least 2 years. At the end of 2
years, it may be destroyed in accordance with
the General Records Schedule 2 (reference (g)).

2. The central point of contact
for all UCFE matters is the civilian personnel
office. The civilian payroll office shall refer ali
State queries, telephone calls, and UCFE docu-
mentation to the civilian personnel office, For
example, if the State wants clarification of wage
data, the query must go first to the civilian
personnel office for control purposes.  The
civilian personnel office shall then contact the
civilian payroll office for needed information,

060103. Base-Period Wages and Annual Leave
Information

A. Base-Period Wages. State agencies
determine the amount and duration of unem-
ployment compensation entitlement from the
amount of Federal employmen  perforined and
gross Federal wages paid (or earned) in a 52-
week base-period (1-year period specified by the
State Jaw) which precedes the date of claim.
Some states may require 6 or 8 quarters of
information to be reported. The civilian person-
nel office shall furnish the base-period to the
civilian payroll office when requesting wage
information.

1. Federal wages are defined as
allowances and pay in any medium (6 U.S.C.
8501) (reference (b)). This includes all payments
for leave. Do not report lump-sum payments for
annual jeave and severance payments  as
base-period wages.  These items are reported
separately.
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2. Tkz amounts to be reported
as base-period wages are gross wages before
deductions for Socia! Security /Medicare, CSRS
or FERS, TSP, and Federal, State, and local taxes.
Gross wages include aliowances and pay inany
medium. Do potinclude expenses for official
busincss, such as taxi fares, other cost, per diem,
or milvage.  Also, do not include payments for
uniform allowances.  The following shall be
included in gross wages:

a.  Foreigr and nonforeign
ditterentials and allowances.  Exemption from
Federal income tax does not exclude any such
item from gross wages for the purposes of
unemployment compensation.

b.  Payments for sick leave.
These constitute wages in the period paid.

¢.  Back Pay. This includes
wages paid during the base-period, even though
carned prior to that period.

d.  Salaries paid by the DoD
to reemployed annuitants. This is the amount
equal to the difference between the salary of the
position and the annuity received. OPM contin-
ues to pay the annuity.

¢.  Increases in rates of com-
pensation authorized by acts of Congress. Such
increases shall be reported as wages for the pay
period in which paid. This is required ever if
the first payment covers a retroactive period. If
the base perind begins or ends during ihe pay
period in which this payment was made, the
entire payment shouid be allocated to the second
wecek of the pay period.

3.  Report wages the same way
the records are kept. Do not atiempt to add or
subtract wages eamed by the employee for any
days before the beginning of the quarter or the
remaining days between the last payroll cutoff
date and the end of the quarter. For example, if
the pay period ends March 28, do not add March
29 through 31 to the wages reported for the
January 1-March 31 quarter. Do not report
wages for periods other than, or in addition to,
those periods requested. If the claimant had no
base-period wages, so indicate.

172

B. Lump-Sum Annual Leave and
Severance Pay. Report these items scparately
from gruss wages (base-period wages).

1. If the employee r.ceived a
Jump-sum payment for annual leave after the
beginning date of the base period, furnis! the
following:

a.  Amount of payment
date(s) of payment; amount of annual leave
{(days and hours); and period of annual leave
(for example, from 0700, jul- 3, 1992, to 1400,
July 27, 1992).,

2. If the employee received or is
entitled to receive severance pay, report this to
the civilian personnel office. States whose laws
require an offset of severance pay against unem-
ployment benefits must be advised whether the
former employee is receiving or will receive
severance pay. The civilian payroll office reports
a "yes" .+ "no" to the civilian personnel office.
The State agency obtains severance pay details
from the employee’s copy of the SF 20 or ES
Form 931, if appropriate.

3. Ifannualleavz is payable, but
has not been paid, report "annual leave payment
due, but not paid,” and provide details (period
covered, amount of payment, when it will be
paid) if known.

060104, Employees on LWOP. Upon the
civilian personnc! office’s receipt of an ES Form
931, the nonpay status of an employee .nust be
reporied to the State agency. Upon rece.pt of the
ES Form 931, the divilian personnel office shall
report the employee on LWOP from (starting
date;, through (ending date), and any other
pertinent data. If the employee is in a runpay
statsia for more than 30 days, the SF 50 explains
the LWOP status. For LWOP of 30 days or less,
the civilian payroll office shall furnish this infor-

A. The civilian per~onnel office shall
indicate whether employees on LWOP are await-
ing OWCF for an on-the-joh injury or disability
retirement,
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B. if an employer is awaiting an
OWCP determination, the State agency is respon-
sible for cortacting the OWCP for any necessary
data it needs.

060105. Backpay Notification

A. If an employee is entitled to
backpay, the civilian personnel office shall deter-
mine if the emplovee applied for UCFE with'n
the last 52 weeks. If the employve applied for or
received UCFE, the civilian personnel office shall
premptly natify the State agency of the Jdate of
backpay payment, amount, and period covered.
The 3tate agency may be required to redctermine
benefits. The civilian personnel office shall
suspense its notification for State reply. If a
reply is not received in 60 days, the civilian
personnel office shall send a follow up. If no
answer to the follow up is reccived from the
State in 30 days, request assistance for resolution.

B. The DoD will not deduct from the
backpay the amount of UCFE paid during the
period covered by the backpay. However, UCFE
must be deducted trom backpay awards when
State law requires the employer, rather than the
employee, to reimburee the State for overpay-
ments and when appropriate, the State agency
has determined that an overpayment has oc-
curred and has notified the employing agency
{65 Comp. Gen. 85 {1986)) (reference (p)).

060106. Obtainirg Data From the National
Personnel Records Center (NPRC)

A. How Obtained. If records neces-
sary to fu:..ish wage datz to the civilian person-
nel office have been sent to NPRC, they should
be obtained via the telephone or facsimile. Since
this information is subject to the Privacy Act of
1974 (refercoce (e)), it must be handled in accor-
dance with the provisions of that Act. NPRC
gives priotity fo such requests, The reques
must:

1. Be addressed to NPRC, 111
Winnebago € - et, St. Louis, MO 63118.

2. Clearly identify the office
sending the req sest.

3. Read "Unemployment insur-
ance request for wapes for 4 calendar quarters,
beginning (date), and statement of reasons for
separation for (last name, first name, and middle
initial), (name under which employed, if differ-
ent), (date of birth), and SSN."

B. Prohibited Actions. The civilian
perronnel office or civilian payroll office shall
not send the ES Form 931 to the NPRC for
completion. The State agency should not be
asked to obtain data from the NPRC. State
agencies shall be adv. ¢d when the information
is being requested.

C. Record Center Reply. A written
reply wili b2 received from ‘he NPRC. The
NPRC will mail a photo copy of the individual
pay tecord to the civilian payroll office. The
civilian pavroll office shail furnish wage data to
the civilian personael office ¢n the basis of data
furnished in the NPRC reply. Upon receipt of
the pay record, wage Jata furnished the civilian
personnel office shall be compared with the pay
record. If an error is discovered, the civilian
personnel office shall be notified and it shall in
turn notify the State agency.

0602 UNEMPLOYMENT INSURANCE FOR
CANADIAN EMPLOYEES

060201. The_ Canadian_Unemployment Insur-
ance Program

A. TheUS. Government takes partin
the Canadian Unemployment Insurance Program
for Canadians employed in Tanada by the DoD.

B. U.S participation in this program
began at the start of the {irst pay period after
June 30, 1956,

C. The civilian payroll cffice shall
follow the procedures in this section for unem-
ployment insurance withholdings and contribu-
tions for covered employees,

D. Installations that emj-loy or might
employ personnel in Canada shall request the
fellowing publications from the nearest Unem-
ployment Insurance Commission Office:
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1. 443C (Information Regarding
the Bulk Payment Method of Making Contribu-
tions),

2. 651A (Workers Handbook on
Unemployment Insurance).

3. 651B (Employer’s Handbook
on Unemployment Insurance).

If these publications are not available locally,
copies may be requested from the Unemploy-
ment Insurance Commission Office, Vancouver,
British Columbia, Canada.

060202, Policies Governing DoD Participation

A. Madifications, The civilian payroll
officc shall follow procedures in UIC 443C;
however, the following requirements do not
apply to the DoD:

1. Standing deposit of 1 month’s
combined contribution;

2. Application to operate on a
calendar year basis. DoD installations will oper-
ate on the basis of a payroll year which, for this
purpose, will be a calendar year; and

3. Remittance of contributions
and withholding by certified check.

B. Coverage

1. The civilian payroll office
shall use UIC 651B to determine insurable em-
ployment and carnings for withholding. Excep-
tions are in item 2 below,

2.  Contributions shall not be
withheld for Canadian employees who ace
spouses of U.S. citizens employed by the DoD
and for US. civilians paid from appropriated
and nonappropriated funds.

a.  The Canadian employee
must notify the civilian payroll office, through
the civilian personnel office, of any change in
marital status that affects insurability.

b.  Deductions for Canadian
Unemployment Insurance will stop at the end of
the pay period in which notice of marriage is
received.

¢.  Deductions shall start at
the beginning of the nex: pay period after notice
of divorce is received.

C. Refund of Deductions. If refund
of deductions is required, DoD installations will
refund only amounts totaling $1 or more,

D. Retroactive Payments. The DoD
shall not make retroactive payments of deduc-
tions to the Canadian Une:-iployment Insurance
Commission if the employee concerned has not
given true information to the employing installa-
tion. This includes cases that have been adjudi-
cated,

E. Auditby the Canadian Unemploy-
ment Insurance_Commission. DoD)’s records of
deductions, contributions, and remittances are
subject to wudit. The audit requirements can be
met by sending copies of records of covered
personnel and insurance remittance docurrents
to the proper District Audit Oifice. The civilian
payroll office shall send copies of records ve-
quired by Canadian authorities un request.

060203.  Amount of Contiibutions

A.  Employee’s Share. Funds shall be
withheld from the pay of all insurable employees
at rates set in UIC 651E.

B.  Employer’s Share. The employer’s
share shall equal the amount withheld from the
cmployees” pay on each payroll voucher. The
contribution shall be charged to the fund from
which the employees’ salaries are paid.

060204.  Disposition of Contributiong

A. Tayroll Collection. The employ-
ee’s and employer's conteibutions shall be made
as a voucher deduction on the payroli voucher.
For example, the accounting classificadon for the
Dol civilian payroll offices will be deposit fund
account 97X6875, "Suspense, Department of
Defense,”

| ¥
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B. . mittance to Canadian Unem-
ployment Insurance Commission. The civilian
payroll office shall request a bulk payment
permit and information on deviatior from remit-
tance procedures from the Chief Coverage
Officer, Unemployment Insurance Commission,
Otiawa 1, Ontario, Canada. An SF 1049, "Public
Voucher for Refunds,” shall be used to make the
biweekly remittance to the Commission fiom the
deposit fund account --X6875.

0603 MASS TRANSFER OF PAY AC-
COUNTS

060301, A mass transfer is the mevement of a
number of employee accounts from one civilian
payroll office to another, and the losing civilian
payroll office remains operational. Refer to
section 0105 for procedures concerning DoD
civilian payroll operations which are being
disestablished in accordance with consolidation
initiatives,

060302. Requests for mass transfer or transfer
of payroll function must be sent, with justifica-
tion, to the Director, DFAS. The Director, o
designated official, must approve all such re-
quests in writing. Thesc actions may aiso be
initiated by the Director to improve efficiency
and economy of the payroll aperation,

060303, Losing Civilian Payroll Office Responsi-

bilities

A.  The losing civilian paymll office
affccted by the mass transfer must nodiy all
affected parties receiving support. It is recom-
mended that these parties be notif »d at least 90
days in advance of the proposed tansfer but not
less that 45 days prior o the date of the actual
transfer. Below is a list of affected parties:

1. The civilian persoanel offices
that provide support to the employees buing
transferred.

2. Each IRS District to which
payments for tax levies are remitted for employ-
ees affected by a mass transier,

3. Each court to which alinwony,
child support, and bankruptcy payments arc

remitted for em.  .yces affected by a mass
trancfer,

4. Other Federal Agencies for
whom debts are being collected, e.g., Department
of Veterans Affairs or Department of Education.

5. Defense Manpower Data
Center (DMDC).

6. Stateand local taxing authori-
ties if the transfer closes out the account,

7. The TSP recordkeeper at
NFC,

8. FEHB insurance carriers by
preparation of the SF 2810 and SF 2811.

9. Losing liaison offices.

B. The losing civilian payroll office
shall prepare employee substantiating document
files as stated in subparagraph 010504.B.1.
through 4. Every effort shall be mage to transfer
data electronically through automated convetsion
processes.  Hard-copy documents, original or
copy as appropriate, shall be forwarded to the
gaining civilian payroll office for the following
ever if the data has been transferred electronical-
ly:

1. Indebtedness to the U.S. Gov-
ernment. A copy of documentation to support
current collections with the unpaid balance of
the debt on the transfer date and the remiftance
address,

2. Form 668-W, Forward the
original IRS tax levy showing the unpaid balance
on the transfer date.

3. Court-Oidered Bankruptcy.
Forward the original court order and adden-
dums with balance due on th» current order on
tie transfer date.

4. Court-Ordered Garnishment.
Forwaid o copy of the most current garnishment
ior aliwony child support and/or commercial
Jdebt inchuding addendums.  If the garnishment

&
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is for a set amount, furnish the unpaid balance
on the transfer date.

5. NAF 401k Authorizations.
Forward a copy of the authorization which
supports employec contributions o an NAF 401k
plan allowable by the Portability of Benefits for
NAF Employees Act (reference (¢)).

6. Form TSP-1-NAF, "TSP Elec-
tion Form for Retroactive Contributions - NAF
Employees.” Forward a copy of the TSP-1-NAF
for any employee who is currentiy making
retroactive TSP contributions allowable by the
Purtability of Benefits for NAF Employces Act
(reference (e)).

7. SF 1190. Forward a copy of
the latest SF 1190.

8. Foun T0P-22,  Forward a
copy of all Forms TSP-22 which support TSP
loan information.

9. SF 1150 and SF T1150A. I're-
pare an SF 1150 in accordance with The Guide to
Processing Personnel Actions, Subchapter 21
(reference (aq)) to reflect all leave balances as of
the end of the last pay period paid by the Josing
civilian payroll office. Prepare an SF 11504 for
the teansfer of donated leave.  Forward the
original of the SF 1150/1150A to the losing
civilian personnel office to be included in the
OI'F and forwarded to the gaining civilian
personnel office.  After receipt in the gaining
civilian personne! office, the SF 1150/ 1150A will
be forwarded to the gaoining civilian payroll
office. File a copy in the employee’s substantiat-
ing document file.

10. LES. Forward a copy of the
LES used to establish temporary leave balances
for recent employee accessions when an SF 1150
has not been received by the losing civilian
payroll office.

11, Physician’s  Comparability
Authorization,  Forward a copy of the scevice
agreement (or equivalent) annotated with the
unpaid balance as of the translor date.
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12. Staiementoi Annual Annuity
Amount for Reemployed Annuitants. Forward
a copy of the SF 50 or other documentation to
support the collection trom the employee.

13, OPM Form 1514. Forward all
OPM Form 1514 information, including unpaid
balance and biwcekly deduction, to reestablish if
there is an unpaid balance on the day prior to
transfer.

14. Form W-5. Forward a vopy
of the Form W-5 to support payment of the
advance carned income credit.  If the wansfer
date is at the end of the pay year, do not transrer
the Form W-5. A new Form W-5 must be sub-
mitted by the employec.

15. Severance Pay Authorization,
Forward a copy of the documentation for cach
employee authorized and receiving severanve
pay if not provided in the anitomated convession
process. Annotate the document with the num-
ber of weeks remaining in the severance period,
and the remaining severance pay to be paid.

16. Unprocessed  Doruments.
Forward originals or copies of all anprocessed
documents with future effective dates.

17. COP, Worker's Compensation
and Buy Back of Leave. Forward copies of docu-
mentation, if available, which support the pay-
ment of COP and/or places an employee on
worker's compensation.  Forward  copies of
documentation to support buy back of leave.

. Complete Final Pay Period Pro-
cessing. The losing civilian payrofl office must
complete processing for the last pay period for
which it has responsibility for the eimplovees
affected by the mass transfer. Completion of
these actions will allow the employee’s records
to conlain the most current information.

1. Compute and process final
salary and other payments. Prior to processing
the final pay period, ensure that all time and
attendance reports and all documentation from
civilian personnel offices have been processed.
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2. Reconcile and clear/remit any
deposit fund account for the employces affected
by the mass transfer.

3.  Produce SFs 2806/3100.

a. SFs 2806/3100 shall be
forwarded to OI'M when the transfer is from one
Component’s to another Component’s civilian
payroll office, or from a Cemponent’s civilian
payroll office to a DoL (code 97) civilian payroll
office.

b. SFs 2806 shall be for-
warded to the gaining wivilian payroll office
wlen the transfer is {rom a losing civilian pay-
roll office within the same Component or be-
tween DoD (code 97) civilian payroll offices. SFs
3100 shall be forwarded to OPM.

4. Bond balances shall be trans-
ferred and not refunded to the employees for a
transfer from a Component's civilian payroll
office to the consolidated civilian payroll office
and from one consolidated civilian payroll office
to another consolidated civilinn payroll o:ice,
Bond balances shall be refunded and not trans-
feired whea the transfer is from:

a.  Civiliun payroll offices of
the sume Corponent;

b.  Civilan nayred] offices of
different Compon.unts; ind

c¢. Consolidated civilian
payroll offices to a Cr aponent’s civilian payrol]
office,

5. Compensatory  hours, reli-
gious compensalory hours, and credit hour
balances shall be paid for all transfers from one
employing activity to another employing activity.

6. M a2 masg transier of employ-
ces oceurs involving the payment of only 1 week
of pay for the losing or gaining civilian payroll
office because of a changye of pay period cycles,
deductions for health benefits and group life
insurance shall be made in accordance with
instructions in scections 408 and 040%. Leave
shall be credited in accordance with instructions

in subparagraph 050104.B. The following actions
shall be taken by the losing civilian payroll office
when payment for employees is made for 1
week.

a. All outstanding bond
balances as of the date of transfer shall be han-
dled in accordance with subparagraph
060303.C 4.

b. All compensatory time
balances and credit hour balances must be paid
if the employees’ employing activity changes.

¢.  All percentage withheld-
ings {retirement, Social Security /Medicare, TSP,
Federal, State, and local taxes, etc) shall be
withheld at tne correct percentage, based on the
1 week pay amount,

d. All standard deductions
(healih benetos, life insurance, dollar-based TSP,
union, cte.' shall be withheld at one-half the
regular amount.

e,  Garnishments and other
involuntary deductions (child support, tax levies,
ete)) shall be withheld at one-half the biweekly
amount,

f.  There shall be no with-
holdings for savings allotments, savings bonds,
charity, or other voluntary aliotments.

g.  There shail be no with-
helding for TSP foans.

If the gaining cvilian payroll office is 1o make
the 1 week payment for emiployees, items c
through g. above apply.

7.  The losing civilian payroll
office shall make any retroactive adjustments
necessary for an employee previousy paid by
their office.

060304, Gairing Civilian Payroll Office Respon-
sibilitics. The gaining civilian pe yroll office shall
establish employec substantiating a. ~ument files
witll the employee’s SSN and name.
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: (604 DOUBTEUL _OR _QUESTIONABLE
o : CLAIMS

060401. General. Under title 4 of the GAO
Policy and Procedures Manual for Guidance of

i Federal Agencies (reference (ar)) and Volume 5
' of this Regulation, claims are received on a
s continuing basis from present or former civilian
i~ employees for additional compensation for

various reasons. All such claims must receive

individual processing to determine administra-

tively whether or not the employee is entitled to

the amouni claimed. If the claim relates to the

determination of an entitlement or similar matter

which is the responsibility of the civilian person-
‘ ( nel office, it should be negotiated and document-
‘ ed through the employing activity’s personnel
channels. I the matter remains unsettled and
the employee wishes a GAO reviaw, the civilian
payroll office shall fully docuinent the case,
including the review processes, and forward the
file to the Defense Debt and Claims Management
office of the appropriate DFAS Center.

060402, Procedures

A. Filing a Claim. Claims should be
filed with the activity at which the individual
was/is employed during the period for which
additional compensation is claimed. The claim
shall be fully documented and sent to the ad-
dress identified in paragraph 060401, for all
claims related to civilian pay matters which
cannot be resolved at the base or major com-
mand /claimant level.

<
—~
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B. Processing Claims

I, Approved Claims. Claims
received by the civilian payroll office from the
claimant may be approved and paid when there
is no question of law or fact and the claim is
originated within 6 years from the date the right
i to payment accrued, provided the claim can be
- - approved promptly and paid in the full amount.

Any claim received from GAQ, including those
( originally received by the offices identified in
paragraph 060401, but forwarded to GAO for
approval, shall be acted upon in accordance with
instructions in the letter transmitting the claim to
the civilian payroll office. These claims shall be
paid only at the divection of GAO or the appro-
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priate office identified in paragraph 060401.
When payment is to be made by the civilian
payroll office, the claim shall be paid as pact of
the regular payroll.

2. Disapproved Claims. Claims
not received through GAO which are disap-
proved administratively by the civilian payroll
office shall be returned to the cloimant with a
letter containing the basis for the disapproval. If
the employee appeals the disapproval, the claim
shall be forwarded to GAQ via the appropriate
office identified in paragraph 060401,

C.  Documents, Generaily, documents
required to suppori a claim are:

1. A letter of transmittal pre-
pared by the civilian payroll office, addressed to
the appropriate office identified in paragraph
060401. The following shall be included:

a. The claimant's name,
SSN, address and agency or branch of service;

b. A statement of the
pertinent facis out of which the clain arose;

¢ A:tatement of tive doubt
or other reason for forwarding the claim;

d. A recommendation for
the proper disposition of the claim;

¢. A ditation {o pestinent
supporting documents;

f. A statement that the
claim has not been and will not be paid until
certified in the name of the Comptrotier General;

g A complete symbol
citation (o the applicable appropriation or fund.

2. A clalun elier sabmnitied by
the daimant, legal vepresentative, or other lawful
claimant., The letter includes name, SSN, and
address of the claimant,

3. The originel and one copy of
any supporiing documents. These dociments
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include the following depending on the type of
claim involved:

a. Any pertinent vouchers;

b.  Any pertinent time and
attendance reports;

¢. Individual pay record;

a. Certified copy of the SF

1150;

¢, Certified copies of the SF
50;

f. Transcript of service
history;

’

¢ Overtime authorizations;

o Leave
doctor’s statement, elc,;

applications,

i.  Other required docu-
ments,

4.  An unpaid voucher from the
civilian payroil office, in original and the appro-
priate number of copies, for all cases when the
amount may be due, including deubtful cases.
One copy is keptor. file. The appropriate Fader-
al, State, and local tax withholdings, life insur-
ance, retirement, or Social Security /Medicare
deductions are to be indicated in the appropriate
places on the vouchor, The employer’s contribu-
tion to retirement, life insurance, and Social
Security /Medicare, ete., are also to be indicated.
The complete accounting classification is to be
included, whether the recommendation is for or
against the ¢l.im,

5. Hanattorney presents a claim
for an employee, verification that he or she has
authority to act for the emplavee, eg., a copy of
a signed fee agreement, a letter from the employ-
ce or a duly excecuted power of attorney.

060443, Payment. Claims that have administra-
tively been determired correct by GAO are
settled and paid by the «ivilian payroll office.

060404. Claims Required To Be Submitted To
GAU. The following classes of claims may not
be paid or denied administratively, but must be
forwarded to the Claims Division, U.S. General
Accounting  Office, Washington, DC 20548.
Th-se claims are forwarded to GAO via the
o’ ces identified in paragraph 060401. for adjudi-
cation unless otherwise specifically piovided by
law. See title 4, sections 5.1 and 7.1, of the GAO
Policy and Procedures Manual for Guidance of
Federal Agencies (reference (ar)).

A. Claims which involve doubtiul
questions of law or fact, except those under 525,
and claims which have been the subject of an
advante decision of the Comptroller General, in
which case, a reference to the decision must
appear on tive voucher supporting the payment.
When a claim contains items which involve
doubt, and items which the DFAS Centers can
settle administratively, only the doubtful por-
tions over $25 should be referred to GAO for
settlement,

B. Claims, regardless of doubt, which
are required by statute, by regulation appearing
in other chapters of title 4 of the GAO Policy and
Procedures Manual for Cuidance of Federal
Agencies (reference (ar)), or by decision of the
Conptroller General, to be settled by the GAO
before payment is made or denied.

C. Reclaims  of ilems previously
denied inan administrative review by the DFAS
Centers, unless it is determined administratively
that the action taken was clearly in error and
properly can be corrected by the DFAS Centers,

D. Claims which appear to be barred
by the applicable statute of limitation at the time
of receipt for administrative review by the DFAS
Centers. If the statu’ory period of limitations
will soon expire, claimants shall submit their
claims directly to the Claims Division of GAQ.
In order to protect the interests of claimants,
claims received as to which the right of payment
accrued 4 years or more before the datr of
reseipt and which cannot promptly be approved
and in the full amount claimed shall immediate-
ly be referred to the Claims Division of GAO.,
These claims slall be recorded in GAQ, after
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which they shall be returned for payment, deni-
al, or referral back to the GAO for adjudication.

060405. Advance Decisions. Requests for an
advance decision from the Comptroller General
of the United States shail be processed as pre-
scribed in Volume 5 of this Regulation. In
addition to normal submission channels pre-
scribed in Volume 5 of this Regulation, requests
to the Comptroller General involving the deter
mination of an entitlement or similar matter
which is the responsibility of the civilian person-
nel office shall be negotiated and documented
through the civilian personnel chanrels,
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SPECIAL CATEGORY EMPLOYEES

0701 OVERSEAS EMPLOYEES

070101, The general pay provicions for GS
employees stateside aiso apply to GS empioyces
overseas. The DoD Civilian Personnel Manual,
(DoD 1400.25-M), Chapter 592, "Overseas Allow-
ances and Differentials” (reference (u)) authorizes
and governs the payment of allowances and
differentials to civilian employees of the DoD
who are citizens of the United States and who
are located in foercign areas. The Department of
State Standardized Regulations (Government
Civilians, Foreign Arcas) (reference (1)) prescribe
the eligibility requirements to be met by employ-
ecs, the applicable rates to be paid, and the
provisions to be observed in paying overseas
allowances and differentials.

070102, Foreign Nationals

A. Authority. The legal basis for
setting pay for foreign national employees is
scotion 408 of the "Foreign Service Act of 1980"
(P.L. 96-465) (reference (e)) (22 U.S.C. 34968)
(reference (as)). DoD Instiuction 1400.10, Em-
ployment of Foreign Nationals in Foreign Arcas
(reference (at)), delegates this authority to the
Sccretaries of the Military Departments, the
Chairman of the Joint Chiefs of Staff, und the
Directors of the Defense Agencies for redelega-
tion to Service conimands to establish salaries,
fringe benefits and related compensation matters
for non-U.S. citizen employees. The DoD Manu-
al for Foreign National Compensation (DoD
14168-M) (reference (au)) prescribes the proce-
dures and instructions for the development of
compensation programs for foreign nationals
employed by the U.5, Forces in foreign arcas.

B. Entitlements, Wage schedules for
foreign national employees are established by the
DoD Wage Fixing Authority based on locality
wage surveys or other available data as provided
by the activity labor agreement between the U.S,
Government and the government of the foreign
country. The basis for salary determination and
deductions are contained in the employing activ-

ity’s applicable inter-country agrevments and
personnel regulations.

070103. Panama Employees

A. General. The wages for the Pana-
ma Canal Employment System are approved by
the Panama Area Personnel Board under 55
C.ER. 251 (reference (av)).

1. Transfer of Function
Pre-Treaty Employees. These arc employees that
transferred from the former Canal Zene Govern-
ment to DoD activities in the Republic of Pana-
ma, They differ from the other types of employ-
ecs by their leave entitlements.

a, These employees accruc
leave at the rate of 11 hours a pay period for 25
pay periods and 9 hours for the 26th pay peri-
od, If there are 27 leave periods in the leave
year, no leave is accrued for the 27th pay period.
Panama employees’ leave is used for all purpos-
es. The maximum accrual for the leave year is
284 hours, The maximum annual leave ceiling
(carryover) is 760 hours. When these employees
are voluntarily reassigned to a DoD non-transfer
of function office, they revert to the regular
Federal employees” leave system.,

b. Leave Balance  upon
Movement of Transfer of Function Pre-Treaty
Employees. When an employee described in
subparagraph 070103.A.1.a. departs for au as-
signment outside the Republic of Fanama, the
employee is entitled to carry forward the balance
of leave credited at the end of the pay period
including the date the employee departs fur . uch
The annual leave carry forward
balance may not exceed a maximum of 760 hours
unless the employee has been authorized a
greater balance (5 U.5.C. 6304(c)) (reference (b))
and (5 C.F R, 630.302) (reference (1)) If any such
balance is in excess of 240 hours and is reduced
as of the end of the leave year, the reduced
amount becomes the new carry forward balance.

;
assignment,




s

——

Volume 8, Chapter 07

Do Financial Management Regulation

2. Pre-Treaty Emplovees. These
are employees hired before the October 1, 1979,
Treaty.

a. Pre-Treaty non-U.S.
citizens are subject to CSRS (no Medicare), FEHB
and FEGLIL The FEHB plan is under the Pana-
ma Canal Area Benefits plan as officially listed
by OPM (sce paragraph 040808.). However, not
all of these employees are under the FEHB. In
1982, these employees were allowed to choose to
receive their health benefits from the Panama
Social Security System or the FEHB.

b.  When a Pre-Treaty non-
U.S. citizen retires or scparates, the retirement
record goes to OPM. No identifying number is
shown on the SF 2806, however, it is annotated
with the statement "This is a non-U.S. citizen."

3. Post-Treaty Employees.
These are employees hired on or after October 1,
1979. They are not covered by the Department
of Labar Workers Compensation Act. They are
covered by Panama Social Security for on the job

injury.

a. Post-Treaty Panamanians
are subject to Panama Social Security tax which
includes their health benefit coverage. They also
have Panamanian life insurance.

b, Post-Treaty third country
employees are covered under the Panama Social
Security System.

4. Non-US. Citizen DoDIJS
These employees are included in
section (702,

B. Identification Numbers. All non-
U.S. citizens are identified by the Cedula num-
ber.  The Panamanian Government uses this

uses the SSN. The Cedula number is assignied at
birti r when a foreigner becomes an official
resident of Panama.

1. The Cedula number may have
one or two alpha characters in several configura-
tions. This number is used to report Panamani-
an income tax,

2. Each Panamanian is assigned
two other numbers which are called Seguro, or
Panamanian social sccurity, and individual
personal, that are used for various reporting

purposes,

a. The Seguro is currently
a 7-digit number assigned by the 'anama Social
Security Hospital System. It is assigned to all
local Panamanian and third country persons. It
is used only for hospital, health care and retire-
ment.

b.  The individual personal
number is a 5-or 6-digit number used by em-
pioyers to pay into an employee’s retirement
account and health care within the Panamanian
Social Security Yystem. This number is used in
place of the SSN to identify Panamanian foreign
nationals in the civilian payroll systems.

C. Deductions, DPanamanians are
authorized to contribute to the CFC, have union
dues deductions, and participate in TSI All
Panamanians are subject to the Panama income
tax and educational taxes.

D. Dual Appointnents. Dual ap-
pointments for Panama are governed by the
same rules as other Federal employess, with the
exception of the pseudo SSN. For Panamanians
a pseudo individual personal number is used in
place of the pseudo S5N.

E.  FLSA. The FLSA does not apply
to civilian employees working in Panama regard-
less of citizenship.

070104,  Canadian Employees

A. General. Canadian national direct-
hire emiployees receive compensation comparable
to that paid to Canadian Government employees
in the same locahty and performing essentially
the same work with relatively the same degree
of responsibility,

B.  Authority. DoD Dircctive 1400.6,
DoD Civilian Employees in Overscas  Areas
(reference (aw)), and DoD Instruction 100,10,
Employment of Foreign Nationals in Foreign
Areas (reference (at)), contain the authority for
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the administration of foreign nationals, including
Canadians.

C. Entitlements

1. Hours of Duty. The workday
is 7 1/2 hours and thc workwecek is 37 1/2
hours.

2. Holidays. Canadian legal
holidays are obscrved with no charge to leave.
If an emergency requires work on a Canadian
holiday, an additional day’s pay is provided or
the employee is given compensatory time off,
The following are the legal Canadian holidays:

a. New Year's Day (Jan 1)
b. Good Friday (Mar-Apr);

¢ Easter Monday
Apr);

(Mar-

d. Victoria Day (May 24);
¢.  Canada Day (July 1);

f.  Civic Holiday (1st Mon
in Aug);

g. Labor Day (1st Mon in
Scp);

h.  Thanksgiving Day (Oct-
Nov}:

i.  Remembrance Day (Nov
1)

j.  Christmas Day (Dec 25);
and

k. Boxing Day (Dec 26).

3. Absence and leave.  Sick
leave is accrued at the rate of 4 1/4 hours cach
pay perind except for the last pay period of the
leave year. During the last pay period, 6 1/4
hours accrue. The towal annual accumulation is
112 1/2 hours or 15 days of sick leave.
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4. Work-Related  Injury _ or
liiness. Compensation for work-related injuries
or iliness is covered by the FECA (reference (¢)).

v Pay, Salaries are based on rates in
approved agreements between the Treasury
Board of Canada and the Public Service Alliance
of Canada for Canadian Civil Service Employees.
The effective dates are the same as in the basic
Canadian agreements. Pay is in Canadian
dollars on a biweekly basis.

E.  Step Increases. Step increases are
made srnually, until the top step is reached,
upon written certification by the supervisor that
an employee has demonstrated an acceptable
level of competence during the waiting period.
Certification is compleled and forwarded to the
civilian personnel office for processing prior to
the effective date of the step increase.  Step
increases are effective at the beginning of the
first pay period following the effective date of
the anniversary.

F. Retroactive Pay., Retroactive pay
adjustments are made on the basis of agreements
covering Canadian Civil Service employees.
These adjustments are payable to employees
separated during the retroactive puriod.

G. Leave Without  Pay  (LWOD).
Agpregate periods of LWOP of more than 80
hours during the waiting period for a step
increase delays the increase. Extended periods
of LWOP also affect leave accruals.

L Canada Pension Plan, Employees’
contributions to the Canada Pension Plan are
deducted from their salaries. The employer’s
contribution is paid by the U. 5. Government.

I.  Registered /Retirement _Pension
Plan.  The U.S. Government pays an amount
equivalent to the employees’ contributions up to
o legal maximum of annual salarics.

J.  Severance I'ay. Employces are
paid a lump-sum amount according to the
following:

1. Lay-Off Two weeks of pay
for the first complete year of continuous employ-
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ment and one weck of pay for cach additional
complete year of continuous employment with a
maximum benefit of 28 weeks of pay.

2. Resignation. On resignation
with 10 or more years of continuous employ-
ment, one-half week of pay for each complete
year ¢. continuous employment up to a maxi-
mum of 25 years with 2 maximum benefit of 13
weeks of pay.

3. Retirement. On retirement,
when an employee would be entitled to an
immuediate annuity or to an immediate annual
allowance had the employee been under the
Canadian Government Public Service Superannu-
ation Act (reference (ax)), one week of pay is
paid for each complete year of continuous em-
ployment with a maximum benefit of 28 weeks
of pay.

4. Death. If an employcee dies,
one week of pay is paid to the employee’s estate
for cach complete year of continuovs employ-
menl with 2 maximum benefit of 28 weeks of
pay, regardless of any other benefits payable,

K. Ontario 1lcalth Insurance Plan,
Employees enrolled in the Ontario health insur-
ance plan are reimbursed an amount equivalent
to the Canadian Government contributions under
the plan. Claims for reimbursement, supported
by receipts, are submitied annually by the end of
the calendar year.

L. Unemployment Insurance.  The
U.5. Government contributes the amount equal
to that which would be paid by a Canadian
Government employer to the Canadian {und.
Employee contributions are deducted from their
salary.  More information on unemployment
insurance for Canadian employees is in section
0602.

M.  Canadian incomie Tax. Employees’
contributicns ape deducted from their salaries.

N.  Qccidental Life Insurance. Contri-
butions are deducted from the salary at the
employed’s request.

184

0. Awards. Canadian National
employees are eligible for all awards generally,
except quality increases,

0702 DEPARTMENT OF DEFENSE DEPEN-
DENTS SCHOOLS (DoDDS) EMPLOYEES

070201, Teaching Position (TP) Pay Plan -
Educators

A. General. Title 20, U.S.C. 901-907
(reference (ay)), as implemented by DoD Direc-
tive 1400.13 (reference (ax)), governs the salaries
and personnel practices applicable to educators
employed by DoDDS on a school-year basis
overseas. The pay and personnel practices are
implemented by policies and rvegulations issued
by the Office of Dependents Education and the
DoD Education Activity. These policies and
regulations differ considerably from those appli-
cable to other Federal civilian employces paid
under 5 US.C. (reference (b)) vr other statutes,
The DoDDS educator salaries are authorized
under the TP pay plan and are carned during a
school-year (scasonal) work schedule and are
paid on a scheol-year or calendar-year basis,
depending upon the work schedule (i.e., 190- or
222-duty days). A TP educator does not carn
annual, sick, or home leave under 5 US.C,
(reference (L)), Normally, a TP educator is not
scheduled to work on recess days (including,
holidays) during the school year, nor does a TP
educator carn pay for recess days. Biwecekly pay
for a TP educator is computed differently. A TP
educator employed by DoDDS to instruct in the
Junior Reserve Officer Training Corps (JROTC)
progrram is compensated under the provisions of
10 U.S.C. 2031(d) (reference (ba)). Pay practices
and procedures unique to the TP employmient
system and how it affects computation are
discussed in the following paragraphs,

B.  School Year Calendars

1. The "school-year" for most TP
vducators consists of 190 scheduled working
(duty) days, including normally 183 days during
which classroon instruction occurs. Included in
the 190 duty days is the time required before
and after the dates school is in session when the
services of all or a majority of the educators are
required to prepare for the opening and closing
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of school. As long us 150 duty days are required
and not less than 175 days of work occur on
classroom instrictional days, the worl schedule
may be adjusted after the school year begins
with no resultant change in school-year salary,
Additional compensation is not authorized for
make-up days required to meet the 175 class-
rom instructi~nal day minimum. Should work
beyond the 190 duty days during a given school
year (August 1 through July 31) be required, an
educator shall be compensated at the appropriate
daily rate as of the 191st working day. Should
an emergency preclude completion of a full
school year at one or more schools, an educator
must be furloughed, separated, or the salary
continued until the full school-year salary has
been paid,

2. The "schnol year” for a school
principal and assistant principal consists of 222
working (duty) days, including any time when

the services of a majority of educators at the:

school are required.  As long as the 222 duty
days are required and not less than 175 days of
work occur on classroom instruction days, the
principal’s and assistant principal’s work sched-
ule may be adjusted with no resultant loss of
school year salary, Additional compensation is
not authorized for make-up days required to
meet the 175 classroom instructional day mini-
mum. Should work beyond 222 duty days
during a given school year (August 1 through
July 31) be required, the principal and assistant
principal shall be paid the appropriate daily rate
as of the 223rd working day. Should an emer-
geney preclude completion of the full school
year, the principal or agsistant principal must be
furloughed, separated, or salary continued until
the full school-year salary has been paid.

3. Each year before the school
vear beging, each overseas DoDDS  regional
headguarters prepares a school-year calendar for
the schools within the region,  The calendars
may vary among and within the regions due io
local customs and holidays. The calendars iden-
tify the first and last duty days of the school
year (.., duty days for educators and instruc-
tional days for students) and the recess days for
educators and students. Recess days are days
that ceducators are in a nonduty and nonpay
status. Recess days include Federal holidays and
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other nonduty days occurring during the school
year such as Thanksgiving Day and the follow-
ing Friday when educators are not required to
work and are not charged leave. Each overseas
DoDDS regional headquarters shall submit a
copy of all applicable school calendars to the
servicing DFAS civilian payroll offices not later
than 4 weeks prior to the first duty day of the
new school year. Any changes to the calendars
shall be submitted as soon as possible.

C.  Work Schedules. All TP pay plan
educators are scheduled to work and take leave
in full or half-day increments. T!'s includes
school-level administrators as well as substitute
teachers. Substitutes performing certain itinerant
services, however, such as extra-duty type work
and tutoring in the home of sick students, may
accumilate time in half-day increments and be
paid accordingly.

DD.  Salary Schedules. TP pay sche-
dules are issued following completion of the
annual survey by the DoD Wage Fixing Authori-
ty. Such schedules are typically issucd in April
or May of the current school year. The TP
schedules are retroactive to August 1 of the
current school year (i.e., the prior calendar year).
Until the salary schedules for the current schoel
year are issued, TP educator salaries are based
upon the prior school-year salary schedules.
Separate salary schedules are prepared  for
educator, management, specialist, and adminis-
trator positions assigned to overseas school-level
pusitions  with school-year (scasonal) work
schedules. Salary schedules are further differen-
tiated by academic salary lane (i.e., Bachelor's,
Bachelor's + 15, Bachelor's + 30, Master's,
Master's + 15, Master's + 30, and Doctorate’s
degree), and step. Mos' TP salary schedules also
contain 14 annual ¢teps and 4 longevity sieps.
The following TP salary schedules exist:

Duty
Schedule Category Days
A Substitutes 190
B Junior Reserve Officers’ 190
Training Corps Instructors
C Comprehensive Schedule for 190
Educators and Specialists
D Schedule for Guidance 190

Counsclors
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E Schedule for Social Workers 190

F Schedule for School 190
Psychologists

M Schedule for Management and 190
Education Specialist Positicns

K School Principals 222

L Assistant Principals 222

Additional TP salary schedules are published for
other categories of educators assigned to schiools
in Panama. The gross amount of the retroactive
adjustment computed duc to the new salary
schedules is subject to applicable withholdings
{i.e., retirement (CSRS & FERS); Federal income
tax; Social Security/Medicare; state incone tax;
cte.). Biweekly deduction amounts for basic and
additdonal optioral FEGLI shall increase in many
cases for TP cducators who have elected those
benefits. TSP contributions shali also be adjusted
for participating cducators who have elected to
have a percentage deducted from their pay. For
FERS educators who are eligible, the TSI’ basic
one percent and maiching employer contribution
must also be adjusted. When applicable, foreign
post allowance also may be adjusted. The
civilian personnel office shall send the SF 1190
data to the civilian payroll office for cach affect-
ed educator when aliowance amounts change as
a result of new TP salary schedules. When
applicable, foreign post differcntial shall be
adjusted because it is computed as a percenrage
of base pay.

E. Daily/Biweckly Pay. Sce para-
graph 070203. regarding compensation for TP
educators, principals and assistant principals.

F.  Step Increases
1. Eligibility

a.  Eachfull-time TP educa-
tor assigned to a 190-day school-year work
schedule may receive a regular (annual) step
increase (steps 1 through 14) provided he or she
has teen in a pay status at least 150 working
days during, his or her last previous school year
as a Tl educator. Substitutes are not eligible for
step increases.

b.  Each full-fime TP cduca-
tor assigned to a 190-day schuol-year work
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schedule may receive a longevity step increase
(steps 15 through 18) provided he or she has
been in a pay status at least 150 working days
during each of the previous four school years 25
a TP oducator.

¢, Eachhalf-time TP educa-
tor assigned to a 190-day school-year work
schedule may receive a regular (annual) step
increase provided he or shehas been in a pay
status at least one-half of 150 working days
during each of the previous 2 school years. A
half-time TP educator may receive a longevity
step increase (steps 15 through 18) after he or
she has been in a pay status at least one-half of
the 150 working day minimum during cach of
the previous 8 school years.

d.  Each full-time TP educa-
tor assigned to a 222-day school-year work
schedule may receive an annual step increase
(steps 1 through 10) provided he or she has been
in a pay status at least 175 working days during
his or her last previous schocl year as a TP
principal or assistant principal.

c.  Eachfull-ti e TP educa-
tor assigned to a 190-day school-year work
schedule is entitled to receive an annual step
increase {or service credit towards a longevity
step) for the last satisfactory year of service, plus
an additional annual step {(or service credit) for
the first year of absence only, upon return to
duty after successfully completing a program of
study or employment of 1 or more years under
the Administrative Reemployment Rights pro-
gram.

2. Effective Date. Step increases
are effective as of August 1 of cach school year
The effective date of a step increase is n..
changed by a promotion or demotion. Step
increases shall be effective prior to when a
piomotion, demotion, or other movement be-
comes effective.

G.  Late Arrival at Post

1. A TP educator newly recruit-
ed from the CONUS is appointed with the
understanding that the educator shall serve for
an cntire school year (i.e., the 190 or 222 duty-
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day school-year work schedule) or a specified
part thereof and who, through no fault of the
educator and as a result of transportation or
processing delays after selection for appoint-
ment, arrives late at the post of assignment shall
be administratively excused. This educator shall
be paid as if the educator had arrived on time
ang actually served during the lost time.

2. A TP educator, other than as
described in subparagraph 070201.G.1,, who
arrives late at the post of assignment after the
start of the school year shall not be paid for the
working days occurring prior to the day of
arrival at the assigned post unless granted paid
leave by the supervisor,

H. Early Arrival at Post

1. ATP educator who arrives at
the post of assignment prior to the start of the
school year is not compensated for nonduty days
prior to the start of the school year.

2. A TP educator who is ap-
pointed to a temporary TP educator position to
perform work prior to the start of the school
ycar shall be compensated at the educator’s daily
salary rate for the prior school year (this salary
is not subject to retroactive adjustment) for each
day of such work performed In such an in-
stance, the SF 50 data from the civilian personnel
office notifies the civilian payroll office.

I.  Late Departure from Post

1. A TP educator who is unable
to depart promptly after the end of the schiool
year for personal reasons or because of circum-
stances beyond his or her contrul, {c.g., lack of
available transportation) is not entitled to basic
compensation for the period between the end of
the school year and the date of departure.

2. A TP educator who is ap-
puinted to a temporary TP educator position to
perform work after the end of the school year
shall be compensated at the educator’s daily sal-
ary ratc for the prior ichool year (this salary is
not subject to retroactive adjustment) for cach
day of such work performed. In such an in-

stance, the SF 50 dzia from the civilian personnel
office notifies the civilian payroll office.

J» During Travel. While enroute
during a PCS between school years, a TP educa-

tor is in a nonpay status; therefore, basic com-
pensation is not received.

K. Work at More than One Post of
Assignment. When a PCS is effected during a
school year, action shall be taken to ensure that,
after working the scheduled duty days during
the remaining pay periods at the new post of
assignmenl, the TP educator will have received
the full school year salary to which entitled. If
the total of days actually worked during the
school year (to include paid leave) at both posts
of assignment cxceeds 190, the TP educator shall
be paid at the daily rate for any days worked in
excess of 190 days.

L. Substitutes. A substitute shall
receive the flat daily rate prescribed in TP Salary
Schedule A. The minimum increment carned
and paid for substitute work is one-half day.
The daily rate for a summer schoul substitute
teacher is provided in the TP Salary Schedule for
"Other Compensation,” and is two-thirds of the
regular substitute teacher vate vstablished for the
prior school year (this salary is not subject to
retroactive adjustment). For example, the prior
school-year rate fora 1993 summer school substi-
tute teacher is published in the 1992-93 salary
schedules. The minimum increment carned and
paid is onc-half day (one-third of the regular
substitute teacher rate).

M. Lecave

1. Accrual. Under 20 US.C. 904
(reference (ay)), a TP educator (other than an
individual employed as a substitute) is entitled
to cumulative leave with pay. This leave is
identified as educator  leave. When  the
educator’s school year includes more than 8
months of work, the educator shall be entitled to
earn 10 days of cumulative educator’s leave with
pay. For 8 months or less during the school
year, educator’s leave accrues at the rate of 1 day
for cach calendar month worked or part thereof,
The full schoe’ year accumulation of educator’s
leave is credited 1w the educator’s leave record
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when the school year begins (normally in Au-
gust) or whenever the educator enters on duty
(e, after the start of the school year). Should
an cducator be separated for any reason before
the school year ends, any leave credited but not
earned by the educator must be subtracted from
the individual's leave balance or if already used,
2 debt must be estiblished and appropriate
collection aciion taken.

a. DPart-Time Educators. A
TC educator who is regularly employed on a
part-time basis earns leave in an amount propor-
tionate to the amount of time the part-time
educator is regularly employed compared to full-
time employment.

Example 1: A part-time TP educator
was appointed to a part-time position for the full
school year, The educator is scheduled to work
one-half day on cach duty day during the regu-
lar school year,  The educator is entitled to
accrue 10 half days (5 full days) of educator’s
leave,

Example 2: A part-time TP educator
was appointed to a part-time position for the full
school year. The educator is scheduied to work
cach Tuesday and Thursday during the regular
school year. The educator is entitled to accrue
two-fifths (4 days) of the 10 days of educator’s
leave that would be carned during full-time
cmployment.

Example 3: A part-time TP educator
was appointed to a part-time position for the last
semester (one-half) of the school year.  The
educator is scheduled to work one-half day on
cach scheduled duty day during the semester,
The educator is entitled to acerue one-fourth (2.5
days) of educator’s leave,

b,  Substitutes. Substitutes
are employed in TP positions only 0 g tempo-
rary intermittent basis and are not entitled to
varn leave,

¢ Summer Recess Appoint-
ments.  Leave is pot carned during summer
recess period appointments o TP positions, to

include summer school educator positions and
other temporary appointments.

2. Use

a. Minimum Charge. The
minimum charge for educator’s leave is one-half
day, and additional charges are in multiples
thereof. An occasional absence from duty of less
than one-half day may be excused for adequate
reasons without charge to cducator’s leave, at the
discretion of administrative authority. Leave
charges are reported to the civilian payroil office
on the educator’s time and attendance report.

b.  Authorized Absences. A
TP educator may use accrued educator’s leave
during the school year for:

(1) Matemity purposes;

(2) Ulness of the educa-
tor;

(3) Iliness, contagious
discase, or death in the inunediate family of the
educator that requires his v her absence;

(4} Any personal emer-
geney; and

(5)  Any purpase, With
the appropriale advance notice and prior ap-
proval of the supervisor, not to exceed 3 days of
educator’s leave, in ¢ given school year, lcave
may be used for any purpose. Educator’s leave
used for any purpose may not normally be used
during orientation week or the first or lest week
of the school year, An exception mav be made
when an educator has been accepted for un
cducational program and must report prior to
the end of the school year.

¢ Summer Recess.  Ac-
crued educator’s leave may not be used during
any summer recess educator appeintnient, An
abscice during @ summer recess appaoiniment jo
without pay.

d. Nonwork Days. Satur-
days, Sundays, regularly scheduled holidays
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(inciuding U.S. holidays and host-nation holi-
days) and other administratively authorized
nonwork days are not days of leave. See 20
U.S.C. 904(h) {ceference (ay)). Thercfore, a TP
rducator who is in a nonpay status immediately
preceding and following a scheduled holiday is
not chirged LWOP for the scneduled holiday.

3. Advance. Under unusual cir-
cumstances, 30 days of educator’s leave (above
the amount already credited for the current
school year) may be advanced to an educator for
use on any scheduled duty day within the school
year. Such advance is subject to subsequent
caming of educator leave, or repayment upon
separation for leave advanced but not carned.
Requests for up to 10 days of advance educator
leave may be approved by the immediate su-
pervisor. Requests in excess of 10 days of ad-
vance educator leave must be submitted to the
district superintendent or regional  director, as
appropriate.  Approved requests are then sub-
mitted to the civilian payroll office by the ap-
proval official.

4. Leave Without Pav (LWQOD).
Up to 3 days of LWOP may be requested by a
TP educator and approved by the immediate
supervisor. LWOP requests in excess of 3 days
for TP educators but less than 30 days may be
approved by the district superintendent or
director.  LWOP requests of 30 days ar more
may be approved by the regional director.

5 Conversion

a.  ATPeducatoris credited
with sick leave to his or her credit immediately
prior to the effective date of his or her conver-
sion, transfer, promotion, or reappointment to a
TP educator position. However, he or she must
be an employee of the Federal Government o
the municipal government of the District of
Columbia, and be transferred without a break in
service, from a position under a different leave
system to 2 TP educator position,  Sick leave s
credited {5 included in the educator’s balance of
educator’s leave,

b.  Annual leave is not
credited, except for educators who were initially
converted from GS/GM positions to TP salary

schedule K and L educator positions on Qctober
11, 1987,

6. Transfer and Recredit

a.  When a TP educator is
scparated from a DoDDS TP educator position
and is reappointed in another DoDDS position
with a break in service of no more than 3 school
years, his or her educator’s leave account is
cettitied to the employing agency for credit as
sick leave on the SF 1150.

b.  When a TP educator is
separated from an educator position and is
reapypointed to a position subject to another leave
act without a break in service, his or her leave
account is certified to the emiploving agency for
credit in accordance with 5 CER, 630,501 (refer-
cnce (1)),

¢.  If a TP educator acceprts
temporary empleyment with the Federal Govern-
ment in a non-TP educator position during a
summer recess, the TP educator’s leave account
shall not be transfeiod to the leave account of
the summer posifon.  Any sick leave carned
during the temporary summer employment shall
be credited and any unused sick leave balance
shall be transferred to the educator’s leave
account when the edurator returns fo duty in his
repular TP educalor position,

7 Liquidation Upon Separation

4. Anyannual icave carned
under a ditferent leave system and semaining to
the credit of a TI educator upon separation shall
be liquidated Ly a lump-sum payment in accor-
dance with 5 U.5.C. 5551 (reference (b)) and 20
LLS.CL 904(f) (reference (ay)).

b.  Vducator’s leave carned
by a TP educator or included in the cducator's
leave balance per subparagraph 070201.M 5.a.,
may not be hquidated upon separation through
lump-sum payment.

B.  Sabbatical Leave. Year-long
education Jeave at ha pay (sabbatical icave)
may be authorized for a DoDDS educator ap-
pointed to a TP position for educational purpos-
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s, when the course of study is determined to be
appropriate by the regional director. An SF5C is
not required.  However, the approved request
for iraining should reflect that the educator will
be in an LWOP status one-balf of each day
during the year-Jong period.

a. Benefits und  Entitle-
ments, Educators granted sabbatical leave at half
pay shall continue to recejve life insurance and
hualth benefits coverage in the same manner as
if they were in full pay status. Retirement
contributions shall be deducted for only one-half
year; however, the educator is entitled to a full
year's credit for retirement.  Educator leave is
not earned, nor should it be deducted (i.e. used)
from the educator’s leave account during the
training period.  Any pay step increase which
would have been authorized should be granted
as if the educator had worked a full school year.

b, Pay-status  Reporting,
The educator’s work  schedule should  not
change.  Therefore, the time and attendance
report for cach pay period should reflect that the
educator is in a LWOU status one-half of cach
duv.

N. Alowances  and  Differentials.
Entitlement of a TP educator to Government
quarters, cost-of-living  allowance, and  post
differential is determined in accordance with the
DISSR (reference (1)), and DoD 1400.25-M (refer-
ence (u)). A TP educator empioyed as a substi-
tute is not entitled to Government quarters,
quariers alfowance, cost-of-living allowance, post
differential, or storage of household goods,

070202, Pay_Status during. School Year and
suniner Recess

A. School Year, A TP ceducator’s
school year consists of 190 duty days. I most
overseas locations, these duly days fall on days
during, the normal work week (e, Monday
through Friday). However, a TP educator does
not work ¢very Monday through Friday during
the school year because of nonduty days during
recess periods (ie., Thanksgiving, winter and
spring, recess; Federal holidays; and certain host-
nation holidays).  As a result, the school year
{t.e, trom the educator's first through last duty

190

day) may span to 22 pay periods, with approxi-
mately 213 days, Monday througn Friday, bu-
tween the educator’s first and last duty day of
the school year. Thus, there are typically 21 full
pay periods, plus 3 additional days in the 22nd
pay period in a given school year.

B. Summer Recess. During the sum-
mer recess period while schoal is not in session,
nonadministrative TP educators are ordinarily in
a nonpay status, No SF 5 is required to place
educators in a nonpay status or to return them to
duty status at the beginning of the following
school year. Educators who are returning to
duty for the following full school ycar are enti-
tled to have living quarters allowance payments
continued during the summer recess period, in
accordance with the DSSR (reference (), al-
though in a nonpay stalus.  Civilian payroll
offices, however, retain such educators in a pay
status during the summer recess solely to facili-
tate payment of living quarters allowance, The
Department  of  Defense  Education  Agency
(DODEA) Personnel Center will notify the servic-
ing civilian payroll office of any change (e.g.,
transfer, resignation, retirement, ctc) in the
status of DoDDS educators.

070203.  Compensation

A.  The 190-Day School Year Educa-

1. Daily/Biweckly Raie, A pay-
ment method that provides for a uniform bi-
weekly payment during the school year has been
adopted for TP educators assigned to a 190 duty
day schedule. This method provides for consis-
tent biweekly pay amounts throughout the year.
Otherwise, the scasonal work schedule of a T1I
educator, in conjunction with the recess periods,
would cause varying amounts of pay to be
received during cach pay period of the school
year. It must be recognized that a 1T educator
cams pay at a rate which differs from the rate
used to pay.out the salary. The following must
be understood to compute a TI' educator’s pay:

a.  Duty Days = 190, This is
the actual number of duty days and is the stan-
dard divisor used to determine a TP educator's
daily salary rate, or "190-Rate.”
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b.  School-Year Days = Duty
Days + Monday through Friday recess days.
This is the total number of days (Monday
through Friday) falling within an educator’s first
to last duty day during the regular school year.
Thus, in addition to the 190 actual duty days, the
sthool-year days also includes all nonwork
recess days (Monday through Friday) during the
regular school year. Recess days are those days
such as Federal holidays (e.g., Labor Day) and
schooi recess days (e, spring recess) when
educators are not scheduled to work. For most
school years, the school-y-ar days will equal 213.
The school-year days is used to determine ar
educator’s school-year rate, or "212-Rate.” The
school-year rate is obtained simply by dividing
the school .ycar salary by the number of school-
year days published on the regional school-year
calendar for the school to which the educator is
assigned. The school-year rale is the daily rate
used lo provide a uniform payment for cach bi-
weekly pay period. This rate is multiplied by 10
days to arrive at an educator’s biweekly base
pay amount,

¢.  Forcign Post Allowance
/COLA Days = School-Year Days 1+ weckend
days, This is the total number of calendar days
elapsed during the school-year calendar period.,
The number of foreign post allowance/COLA
days is used to determine the "COLA daily rate”
used to compute the biweekly amount paid for
COLA in those arcas where applicable.

2. Reducing Yay for Absences
Without Pay. Computing a TP educator’s pay
using the school-year rate (see subparagraph
070203.A.1.) provides for uniform pay amounts
cach pay period but is not truly accurate when
periods of non-paid absence are involved. For
periods of non-paid absence such as LWOD or
AWOL, an cducator’s biweckly pay must be
reduced by 1/190th of the annual salary for each
scheduled duty day that the educator is in a
nonduty /nonpay status (i.e., for each scheduled
duty day not worked and not in a paid leave
status)., Because an educator does not typically
work on Federal holidays or recess periods (e,
spring break), the educator’s pay is not reduced
when he or she is in a nonpay status before or
after a Federal holiday or recess day.
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3. TP Educators Beginnii g Work
After Siart of School Year. When a TP educator
is appointed after the s~hool year has begun, the
educator’s school year salary must be adjusted
based upon the number of actual duty days re-
maining in the school year that the clucator is
scheduled to work, This means that the number
of remaining actual duty days must be counted.
The educator’s daily salary rate (190 Rate) is then
multiplied by the number of schedvled duty
days remaining in the school year to obtain the
educator’s adjusted school-year salary entitle-
ment. To determine how the adjusted school-
year salary shall be paid out in uniform install-
ments during the remaining pay periods, the
adjusted school-year salary is then dividad by
the number of schocl-year days remaining in the
schoe! year to arrive at the adjusted daily school-
year rate. Use the following formula:

a.  190-Rate x duty days =
adjusted school-year salary

b.  Adjusted  school-year
salary + school-year days = adjusted school-year
rate

c. Biweckly base pay =
adjusted school-year vate x 10 days

Example of an educator who reports for work
after the beginning of the school year:  An
cducator would receive a salary of $38,000 for
working a full school year (i.e., 190 duty days).
The educator would have a 190-Rale (daily
salary rate) of $200.00 ($38,000/190). This salary
normally would be paid out over 213 school-year
days. The educator in this example beging work
on October 1. Because of the educator’s late
start, 23 actual duty days (August through Sep-
temben) will not be worked.  The school-year
calendar indicates that 167 actual duly days
remain to be worked during the school year,
Thus, the adjusted salary entitlement would be
$33,400 (5200.00 X 167). To determine how the
adjusted $33,400 school-year salary will be paid
out, the remaining school-year are identified, In
this exomiple, 188 school-year days remain. The
adjusted school-year salary <+ school-year days
provides: $33,400 : 188 = 5177.66. The biweekly
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base pay equals the adjusted school-year rate
multiplied by 10: $177.66 X 10 = $1,776.60,

4. TI' _Educators Separating
Before The End of The School Year. When a TP
educator separates (i.¢., resigns, retires, or dics)
before the school year ends, the educator's
school year salary must be adjusted based upon
the number of actual duty days that the educator
worked, This means that the number of actual
duty days worked must be counted. The daily
salary rate (190-Rate) is then multiplied by the
number of actual duty days (including any days
in a paid leave status) to obtain the educator's
adjusted salary entitlement.  Use the following
formula:

190-Kate X duty days = adjusted school-year
salary

Example of an educator who separates before the
end of the school year: An educator receiving a
school-year salary of $38,000 would have a 190-
Rate (daily salary rate) of $200.00 ($38,000/190).
This salary normally would be paid out over 21
full and 1 partial pay periods. Should the educa-
tor resign after working only 120 of the sched-
uled 190 duty days in the school year, the adjust-
ed salary entitlement would be $24,000 ($200.00
X 120}, Any difference between the adjusted
salary entitlement and the salary actually re-
ceived to date must be reconciled,

B.  222-Day School Year Administra-

tors

1. Daily/Biweekly Rate,  Be-
cause of the longer 222 duty-day work year for
TP educators in principal and assistant principal
positions, the method used for payment is
different from that used for other T educators,
Simply stated, the school-year salary is paid over
26 pay periods.  This, in turn, provides for
uniform biweekly payments throughout the year,
Otherwise, the scasonal work schedule of a
principal and assistant principal, in conjunction
with the recess periods, would cause varying
amounts of pay to be received during cach pay
period over the 222 duly day period, As TP
educators, principals and assistant principals
varn pay at a rate which differs from the rate
used to pay out the salary. The following must

be understood to compute a principal’s and
assistant principal’s pay:

a. Duty Days =222, This is
the actual number of duty days and is the stan-
dard divisor used to determine a TP educator’s
daily salary rate, or "222-Rate."

-b. School-Year Days. This
is 260 days per year and is the total number of
days (Monday through Friday) in a calendar
year, inclusive of the 222-duty days. Thus, the
school-year days figure includes days that fall
within, as well as outside of the school year.
The school-year days also includes all nonwork
recess days (Monday through Friday) during the
regular school year. Recess days are those days
such as Federal holidays (e, Labor Day) and
school recess days (c.g. spring recess) when
principals and assistant principals are not nor-
mally scheduied to work., The school-year days
is used to determine a principal’s and assistant

principal’s school-year rate. The school-year rate |

is oblained simply by dividing the schoal-year
salary by 260, The school-year rate is the daily
rate uscd to provide a unitorm payment {or cach
biweekly pay period. This rate is multiplied by
10 days to arrive at a principal’s or assistant
principal’s biweckly base pay amount,

¢.  Forcign  Post  Allow-
ance/COLA Days = 365 (3606 during leap year).

2. Reducing Pay for Absences
Without Pay. Computing a principal’s or assis-
tant principal’s pay using the school-year rate
provides for uniform pay amounts cach pay
period but is not truly accurate when periods of
nonpaid absence are involved.  For periods of
nonpaid absence such as LWODP or AWOL, a
principal’s or assistant principal’s biweekly pay
must be reduced by 1/222nd of the annual
salary for cach schieduled duty day that the
principal  or  assistant  principal is in a
nonduty/nonpay status (i.c., for cach scheduled
duty day not worked and not in a paid leave
status). [t must be noted, however, that as long
as 222 full duty days are worked (to include
days in a paid leave status) during, the August 1
through July 31 period, including not less than
175 days during, which classroom instruction is
in session, a principal’s and assistant principal’s
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work schedule may be adjusted after the school
year begins with no resultant change in salary.
Because a principal and assistant principal does
not typically work on Federal holidays or recess
periods (e, spring break), a principal’s and
assistant principal’s pay is not reduced when he
or she is in a nonpay status before or afier a
Federal holiday or recess day.

3. Schoo} Principals and Assis-
tant Principals Beginning Work After Start of the
School Year. When a principal or assistant
principal is appointed afier the work year has
commenced, .:nd the principal or assistant prisci-
pal will not work 222 full duty days before July
31, the principal’s or assistant principal’s salary
must be adjusted based upon the number of
actua) duty days scheduled for the year ending
on July 31. This means that the number of
remaining actual duty days must be counted.
The principal’s or assistant principal’s daily
salary rate (222-Rate) is then multiplied by the
nunber of actual duty days remaining in the
year ending July 31 to obtain the adjusted
school-year salary entitfement.  To determine
how the adjusted school-year salary shall be paid
out in uniform installments, the adjusted school-
year salary is then divided by the number of
calendar year days, Monday through Friday,
remaining in the year ending July 31 to arrive at
the adjusted daily calendar-year salary rate. Use
the following formula:

a.  222-Rate X duty days =
adjusted school-year salary

b, Adjusted  school-year
salacy + school-year days -+ adjusted school-year
rate

¢.  Biwceekly base pay =
adjusted school-year rate X 10

Example of a echool principal who reports for
wark after the beginning of the school year: A
principal would receive a salary of $55,500 for
working a full school year (i, 222 duty days).
The principal has a 222-Rate (daily salary rate) of
$250.00 (355,506 - 222). This salary normally
would be paid out in even payments over 20 pa

periods,  The principal in this example begin
work on September 15, Because of the

principal’s late start, it will be possible to work
only 189 actual duty days by July 31. Thus, the
adjusted salary entitlement would be $47,250
(3250.00 X 189), To determine how the adjusted
$47,250 school-year salary shall be paid out, the
remaining calendar year days, Monday through
Friday, are identified. In this example, 228
school-year days remain.  The adjustment is:
$47,250 + 228 = $207.24. The biweekly base pay
equals the adjusted school-year rate muitiplied
by 10 (5207.24 X 10 = $2,072.40),

4,  School Principals and Assis-
tant Trincipaly Separating Before End of School
Ycar. When a principal or assistant principal
separates (1.0, resigns, retires, or dies) before the
year ends, the school-year salary must be adjust-
ed based upon the number of aclual duty days
that the principal or assistant principal worked.
This means that the number of actual duty days
worked must be counted. The daily salary rate
(222-Rate) is then multiplied by the number of
actual duty days (including any days in a paid
leave status) to obtain the principal’s or assistant
principal’s adjusted salary entitlement. Use the
following formula:

222-Rate X duty days = adjusted school-year
salary

Example of a principal or assistont principal who
suparates before the end of the school year: A
principal receiving a school-year salary  of
$55,500 has a 222-Rate (daily salary rate) of
$250.00 ($55,500 + 222). This salary normally
would be paid out nver 26 pay periods, Should
the educator resign after working only 120 of the
scheduled 222 duty days in tiwe school year, the
adjusted salary entitlement would be $30,000
($250.00 X 120).  Any difference between the
adjusted salary entitlement and the salary actual-
ly received 1o date must be reconciled.

C.  Premium Pay, Sunday Work and
Holiday Work

1. AT educator is not cligible
for overtime pay or compensatory time off,

2. A TP educator appointed to
a 190-day school-year position whose regular
work schedule requires work on a Sunday is
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entitled to basic pay, plus a premium of 25 per-
cent of the 190-Rate (daily rale), Premium pay is
not authorized for TP cducators appointed to
principal and assistant prircipal positions.

3. A TP educator whose regular
work schedule requires work on any of the
following holidays is entitled to basic pay, plus
premium pay at a rate equal to the 190-Rate
(daily rate):

a.  New Year” Day, January
1 or observed day;

b.  Dr.Martin Luther King's
Day, third . -nday in January;

¢.  Washington’s Birthday,
third Monday in february;

d.  Memorial Day, last Mon-
day in May;

¢ Independence Pay, July
4 or observed day;

. Labor Dy, first Monday
in September;

g Columbus Day, second
Monday in October;

h. Veteran's Day, Novem-
ber 11, or observed day;

i, Thanksgiving Day,
fourth Thurday in November; and

i Christinas Day, Decem-
ber 25, or observed day.

. Appointments  Belween School
Years. A TP educator employed between school
years shall be given a temporary limiled ap-
peintment for the period of aciual need, noi o
exceed the beginning of the school year. AT
cducator given a temporary limited appointment
is compensated at a daily rate of 1/ 190th (or, if
a school principal or assistant principal, at
1/222nd) of the school-year salary,  When an
educator has served on a nontemporary appoint-
ment during the preceding school year and is

expected to continue during the following scihool
year, a temporary appointment between the 2
schoul vears is similar to a return to duty and
the appointment is exempt from the dual pay
provisions of 5 U.S.C. 5833(d)}7)(b) (reference
(0)). The appointment is not subject to CSRS,
FERS, or FEGLIL )

E. Foreipn Post Allowance

1. Daily Rate.  The amount of
foreign post allowance duce an eligible TI” educa-
tor is based upon the educator’s school-year
salary. The full annual amount is payable over
the period of the school yvear, A TP educator
employed on a 222-duty day work schedule (i,
school principals and assistant principals) re-
ceives a foreign post allowance oa the same basis
as GS employees (e, on a calendar-year basis).
However, to pay foreign post allowance o a TP
educator ona 190-day work schedule, a different
daily rate is used because of the shorter school
year. To determine the foreign post allowance
daily rate for TV educators assigned to 190-duty
day work schedule, divide the annual foreign
post allowance amount shown on the SF 1190 by
the total number of forcign post allowance days
oceurring between the edudalor’s fivst and last
duty day during the school year, The foreign
post allowance daily rate is multiplied by 14 (o
compute the biweekly amount paid cach full pay
jreriod of the school year,

2. Adjusiment ol a Foreipn Post

Allowance,  Any adjustment in an educator's

annual salary shall cause the authorized foreign
post allowance to be adjusted correspondingly.
For example, the carrent post differential autho-
rized an educator in Okinawa is 10 percent ol
the educator’s basic compensation. I the
cducator’s basic compensation during the current
school year is $45,000, bul for reason is adj.sted
downward to $37,000, the adjusted post differen-
tial amount authorized for payment to the
cducator would be $3,700.  The authorized
foreign post allowance percentoge would il
change. It would remain consistent with the
dollar amount paid the educator during that
school year.

V. Ixtra-Dujy Program.  This pro-
gram applies to certain personnel employed by
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DoDDS who are assigned extra-duty assign-
ments. Extra-duty compensation is provided
when  particular  extra-duty assignments are
completed that are in addition to regular school
dutics. Such extra-duty assignments as coaching
and activity sponsorship, as well as dormitory
work, are included in this program.

1. Compensation for Extra-Duty
Assignments

a.  When a TP educator is
selected to perform an extra-duty assignment, a
memorandum of understanding is signed by the
employee and the school principal. The memo-
randum indjcates the activity to be performed,
the estimated number of hours to complete the
activity, the hourly range the duty is to be
performed within, and the amount of compensa-
tion established for that range, according ta the
"Other Compensation” salary schedule rates
established annually by the DoDD Wage Fixing
Authority. The authorized hourly ranges for
extra-duty activities are:

(1) 1-19 Hours
(2) 20 - 39 Hours
(3) 40 - 79 Hours
(4) B0 - 119 Hours
. 5y 120 - 159 Hours
(6) 160 - 199 Hours
(7) 200 Hours and Over

b, When  an exira-duty
assignment is satisfactorily completed in fewer
hours than the hourly range cstablished, com-
pensadon must be reduced. 1f the school princi-
pal determines the extra-duty assignment has
been completed satisfactorily in less time than
identified in the approved memorandum of
understanding, the educator shall be compensat-
ed at the rate established for the appropriate
lower hourly range. Should the hours worked
fall short of the original range, or an educator is
unable to complete the extra-duty assignment for
a reason acceptable to management, s lesser
payment than the amount indicated in the ap-
proved memorandum of understanding may be
paid on a pro rala basis. The formula for com-
puting a lesser payment is the mid-point hour of
the appropriate hourly range divided into the
hours actually worked. The resulting quotiont is
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then multiplicd by the dollar value assigned to
the regular hourly category. For the 200 Hours
and Over range, the mid-point = 220.

¢.  Upon compiletion of the
extra-duty assignment, the school principal shall
certify that the assignment has been satisfactorily
completed and that compensation is authorized.
This certification must be submitied to the
civilian payroll office as soon as possible, but not
later than May 31, to facilitate payment by the
end of the school year.

d,  Substitute teachers who
substitute as a dormitory counsclor shall be
compensated in accordance with Schedule A
rates published by the DoD Wage Fixing Author-
ity.

e, School principals and
assistant principals are eligible to receive extra-
duty compensation only for additional work
performied  while on temporary  assignment
(detail) as a staff development specialist.

2. Additional Compensation for
Domitory Counselors. A TP educator assigned
to a dormitory counselor or supervisory dormito-
ry counselor position and who iy assigned an
irregular tour of duty which includes work on
all nights, Sundays, and holidays, as we!l as
sleep-in time, may receive additional compensa-
tion identified as "Condition of Employment
Compensation.”  Such an educator also may be
cligible to receive "Additional Hours Compensa-
tion," for hours worked beyond the scheduled
hours of work. A dormitory counselor and a
supervisory dormitory counselor is scheduled to
work 80 hours per pay period during the school
year and is additionally required to sleep-in
according to an established work schedule.

a.  The Remarks section of
the counselor’s SF 50 will indicate any cligibility
to receive condition of employment compensa-
tion. Eligibility for condition of employment
compensation  also  established  eligibility  to
receive additional hours compensation,

b, Condition of employ-
ment compensation is established as an annual
rate by the Dol> Wage Fixing Authority. The
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rate to be used depends upon the type of work
schedule established for dormitory operations
and whether the individual dormitory counselor
or supervisory dormitory counsclor is required
to work on a 5-day dormitory operations sched-
ule or a 7-<day schedule. The annual compensa-
tion payable is established by the DoD Wage
Fixing Authority in the "Other Compensation”
salary schudule. The payable rate of additional
rompensation per school year is identified as
cither the 5-day, 40-hour rate or the 7-day 40-
hour rate,

¢.  Additional hours com-
pensation is paid on an "as worked" basis and is
for work performed by a dormitory counselor or
a supervisory dormitory counselor who is re-
quired to work in excess of 80 hours per pay
period. Additional hours compensation may be
paid for cach full hour worked (scheduled or
unscheduled) in the performance of his or her
professional duties, not to exceed the annual
maximum  value established for a particular
school year. Additional hours compensation is
paid biweekly upon completion and certification
of any full hours worked. ‘The hourly rate is
computed by dividing the annual maximum
amount of additional hours compensation by
190. The annual waximum amount in a 5-day
dormitory schedule is determined by subtracting
the 5-day, 40-hour amount of additional compen-
sation per school year, from the 5-day, 45-hour
amount of additional compensation per schoul
year, as identified on the "Other Compensation”
salary schedule. The annual maximum amount
payable in a 7-day dormitory schedule is deter-
mined by subtracting the 7-day, 40-hour amount
of additional compensation per school year, from
the 7-day, 45-hour amount of additional com-
pensation per school year, as identified on the
"Other Compensation” salary schedule. Regard-
less of the number of hours required to work,
the maximum amount of additional hours com-
pensation pdid during a given school year may
not exceed the annual rate established for addi-
tional hours compensation.

G.  Acgeleration of FEGLI and FEHB
Deductions for an Educator Assigrned to a 190-
Day Position. A TI' educator assigned to a
pesition with a 190-duty day work schedule who
has elected coverage under FEGLE and /or FELHB

must pay the total annual premium amount that
is applicable to the school year salary the educa-
tor is cligible to receive. This is to provide
coverage during the summer recess, during
which time a 190-day educator neither earns nor
receives pay.  The normal period of extended
coverage is trom the first duty day of a school
year until the day prior to the first duty day of
the next school year, Therefore, deductions must
be accelerated to withhold more than the normal
biweekly amounts paid by other Federal employ-
ces. Accelerated deductions are not required for
an educator assigned to a 222-duty day work
schedule.

1. Calculation of Accelerated
Deductions, To determine the biweekly amount
to be deducted from a 190-day educator’s pay
for FEGLI, first find the normal (fe, 26 pay
period) biweckly amount deducted for other
Federal employees in the same salary bracket,
For FEHB, find the biweekly withholding
amount for the plan in which the employee is
enrolled,  After finding the normal biweekly
withholding amount, mulliply by 26 (to artive at
the amount to be paid {for an entire calendar
year) then divide by 22 (the number of full pay
periods over which 190-day educators normally
are paid their school year salary) to determine
the amount to be deducted cach pay period {or
an educator,

2. Coverage Upon Separation or
Movement. For a 190-day educator who resigns
at the close of the school year and who has
clected coverage under FEGLIand /or FEHB, the
actual date of separation shall be delayed suffi-
ciently to ensure extended coverage for the
period of time for which the educator has paid
through the accelerated withholdings.  The
period of externded coverage for an educator
employed for a full school year stall be through
the day prior to the first scheduled duty day of
the following school year. When an educator
desires carlier separation, the educator’s resigna-
tion must specify ti: carli v date for termination
of coverage and acknowledge that health benefits
and life insurence voverage shall continue only
31 days after the dale of separation. When an
educator assigned to a position with a 190-duty
day work schedule is converted or appointed to
a 222 or calendar year work schedule, all or an
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appropriate portion of any accelerated payments
must be refunded should the effective date of
such conversion or appointment oceur during
the prepayment period and withholdings relative
to the new position begin. When an educator is
scparated before the end of the school year, the
educator will be reimbursed proportionately if
the scparation date is carlier than the end of the
extended period of prepaid FEHB coverage.

3. Calculation of Coverage After
the Begrinning of the School Year. Should a 190-
day educator begin work after the first sched-
uled duty day of the school year, reduce the
total annual premium amount for FRGLI and
FEHB by the proportionate amount for the
coverage period remaining through the day prior
to the first scheduled duty day of the next school
vear. Then proceed to calculate the biweekly
amount using an appropriate reduction in the
number of pay periods remaining.

H. Other Deductions

1. Allotments

a.  Organization Dues

(1) Allotiments for with-
holding employee organization dues shall be
effective on the second pery period in October of
each school year for a 190-day TI educator. The
amount of such allotments shall be the designat-
ed dues identified on each SF 1187 initiated by a
unit employee or un a list provided by each local
or regional unit divided by 12 full pay periods
unless mutually agreed otherwise between the
partics.

(2) Unit members who
enter the dues-withholding agreement at a time
when less than 12 full pay periods remain in the
school year shall have their dues prorated over
the remaining full pay periods within the dues-
withholding period.

(3) Authorization for
dues withholding with an SF 1187 shall continue
in full force and effect if a "not-to-exceed” em-
ployee is given another excepted appointment in
the bargaining unit prior to the expiration of the
not-to-exceed appointment.
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(4) Remittance shall be
prepared by the civilian payroll office at the
close of each pay period for which deductions
are made. Remittances shall be prepared and
forwarded on the same pay schedule as for unit
employees after the close of cach pay period.
Remittance shall be sent to the appropriate ad-
dress in each region. Each remittance shall be
accompanied by a listing of names and amounts
withheld.  Sce subparagraph (WC203.H. for
guidance on preparing this report.

(3) Dues  withholding
authority is automatically carried forward to the
next school year unless notification to stop the
deduction is requested.  Educators can request
that organization dues deductions be stopped
only once a year either on September 1 or the
anniversary date on which the employee autho-
rized dues withholding, whichever is water. A
revocation must be received in the civilian
payrol] office prior to the appropriate date as
indicated above,

(6) Local or regional
unite must provide a list of employees who are
to have dues withheld no later than 2 wecks
prior to the beginning date of the pay period in
which withholding is to begin for that unit. The
listing must identify the bargaining unit name or
number, location, address, point(s) of contactand
phone number(s). Employee information rn-
quired includes employee name, SSN; location
assigned and amount of dues to be withheld for
that school year.

b. Savings Allotments and
Allotment Allowed for 190-Day 1P Educators
Asgigned in Overseas Areas. Savings and other
allotments, as authorized in Chapter 4, may be
deducted over the number of full pay periods 1
the school year,

¢ Savings Bunds. Savings
bonds are authorizea separately without regard
to the number of savings allotments, Savings
bonds are automatically continued into the next
school year unless canceled.

2. ISP. A TP cducator may
elect to have eilher a percentage or dollur deduc-
tion for TSP in accordance with guidelines set
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forth in section 0415. TSP deductions shall be
taken from the annual retroactive salary adjust-
ment given to educators cach year only if the
educator has specified that a percentage be
withheld.

l.  Compensation of TP Educators
Appuointec ., Junior Reserve Officer Training
Corps (JROTC) Instructors

1. DoDDS employs retired
military officers and non-commissioned officers
as TP educators in its JROTC overseas program.
The school-year salary of JROTC instructors is an
amount equivalent to the active duty pay and
allowances which the instructor would receive if
ordered to active duty at the location of the
DoDDS school to which assigned. This salary is
reduced by the amount of retired pay received.

2. Anadditionalannual amount
of + plemental pay is established by the DoD
Way  Fixing Authority,  The supplemental
amount is not part of a JROTC instrucior’s basic
compensation,

3. AJROTC instructor’s salary 1s

paid oul on the same basis as other 190-day 7T
educator pay during the school year, The addi-
tional annual amount of supplemental pay
authorized is prorated over the normal 22 pay
periods,

4, Because the base salary of a
JROTC instructor employed by DoDDS includes
an amou it equivalent to the instructor’s active
duty allowance for quarters (including a variable
housing allowance), an instruclor’s pay must be
reduced in an equivalent aawount should the
instructor reside in rent-free government quar-
lers.

J. Waiver of Erroncous Payments of
Pay and Allowances. The proceduies outlined in
paragraph 080306. will generally be followed
when processing applications  for waiver of
erroneous  payments of pay and allowances
submitted by DoDEA employees.  Applications
of DoDEA employees received by the civilian
payroll office shall be forwarded to the DoDEA
Personnel Center for adjudication rather than the

Defense Debt and Claims Management office of
the appropriate DFAS Center.

0703 OTHER THAN FULL-TIME CAREER
EMPLOYEES

070301. Part-Time Employment,  Part-time
employment is generally no less than 16 and no
more than 32 hours a week under a schedule
consisting of an equal or varied numbers of
hours per day. Employment may be between 32
and 64 hours in a biweckly pay period in the
case of a flexible or compressed work schedule
(5 US.C. 3401 (2)) (reference (b)). it does not
include employment on a temporary or intermit-
tent hasis. To be considered part-time, an em-
ployee must have a regular schedule, set in ad-
vaneg, of at least one hour in cach administrative
workweek in each biweekly pay period. See P.L.
95-437 (reference {¢)), 5 U.S.C. 3401-3408 (refoy -
ciee (b)), and 5 CE.R. Part 340 (reference (1)),

A, Pay. Gross basic pay is computed
by multiplying the cmployee’s bourly rate of pay
by the total of the hours worked and the hours
of paid leave during the pay period.

1. Ovedime Pay. Overtime pay
for eligible part-time employecs is provided only
for work over B hours a day or 40 hours in a
week under § U.S.C. 5542 (reference (b)).

2. Compensatory  Time  Off.
Part-time employecs may eleet to te'se compensa-
tory time off in lieu of overtinie pay to which
entitled under § U.S.C. 5542 (reference (b)), Pari-
time employees may elect to perform compenra-
tory overtime work to replace time taken off for
religious observances.

3. Sunday Pay, Tart-time cni-
ployees are not entitled to Sunday premium pay
for warking on Sundays.

4. Night Differential Pay, Par-
time employees are entitled to night pay for
work performed between 6:00 pan. and 6:00 a.m,
as pa.t of their regularly scheduled administra-
tive workweek,

5. Shift Differential Pay. FWS
part- time empioyees who work a regular sched-
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uled shift of B hours or less are entitled to night
shift differential. However, more than half of
the hours they work must be on the second or
third shift. The hours for the second and third
shifts are outlined in subparagraph 030303.B,

B. Leave

1. Aanual Leave. To cam
annual leave, part-time employees must have a
regularly assigned tour of duty on at least one
day of cach week in the biweekly pay period.
Maximum carryover at the end of the leave year
is the same as for a full-time employee., Hours
in a pay status include straight-time and over-
time hours up to a total of the basic working
hours in a pay period (normally 80 hours).
Leave is charged for absence during the hours
the employees are scheduled to work,

a. Tart-time employees with
less than 3 years of service earn 1 hour of annual
leave for each 20 hours in a pay status.

b, Pari-time employees with
at least 3 years bul less than 15 years of service
carn 1 hour of annual leave for cach 13 hours in
a puy status.

¢ Part-time employees with
15 or more years of service earn 1 hour of annu-
al leave for each 10 hours in a pay status,

Z. Sick Leave.  TPart-time em-
ployees, for whom a regularly scheduled tour of
duty has been established, carn and shall be
credited with 1 hour for cach 20 hours ina pay
status,

3. Part-time  employees  are
eligible for other leave categories, eg., AWOL,
LWOP, court leave, funeral leave, or excused
absences on the same basis as full-time employ-
ees,

4. Each reservist of the Armed
Forces or member of ihe National Guard who is
an officer or employee of the United States,
puermancernt, temporary indefinite, or part-time, is
entitled 1o leave of absewce from their duties
(military leave) without loss of pay, time, or
efficiency rating for cach day, but no mure thian

15 days in any fiscal year in which he or she is
on active duty or training. Eligible part-time
employees accrue military leave prorated on the
basis of the tour of duty (5 U.S.C. 6323(a)(2))
(refere..ce (b)). Sce section 0514 for guidance on
recording and charging military leave.

5. Holidays. Part-time employ-
ees are not entitled to a holiday which falls
outside the tour of duty. If a holiday falls on a
day part-time employees are scheduled to work
and the employees do not work, the employees
are paid for the number of hours scheduled for
that day. If part-time employces work during
their scheduled hours on a holiday, the employ-
ces are entitled to holiday premium pay only for
those hours scheduled. When an installation is
closed for an "In lieu of" holiday that falls on a
regularly scheduled workday and the employecs
are prevented from working on that day, the
installation may excuse part-time employees
from duty by administrative arder or grant
annual leave or LWOP for the hours scheduled
t be worked on that day. A part-time employee
who works on an "in licu of' holiday shall be
paid straight time for hours worked. A part-
time employee is not oitherwise entitled to an "in
lieu of" holiday.

€. Deductions

1.  Relirement.  Part-time em-
ployees are subject to deductions on the same
basis as full-ime employees,

2. Health Insurance. Part-time
employees are cligible to participate in the FEHB
program. The cost to the employee is the total
cost of health benefits (both the employec’s and
the employer’s share) less the Government's
prorated share, See subparagraph 040802.D. for
more information on FEHB for part-time em-
ployces,

2. Puyroll deductions and
employer’s contributions shall be based on the
patticular plan for which employees enroll and
the employee’s established pay periods. Carcer
part-time employees who pay a prorated Gov-
ernment’s shave of health benefits are responsible
for payment of premiums for periods of nonpay
status at the same rate that would be withheld if
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they were in a pay status. Enrollment may
continue during nonpay status for up to 365
days.

b.  When part-time employ-
ees become full-time employees in the middle of
a pay period, the amount to be withheld is
prorated based on part-time rules.

3. Life Imsurance

a. Part-time employees are
cligible for the FEGLI program. The actual
amount of insurance (which cannot be less than
$10,000) for which the employees are eligible is
based on the annual salary derived from the
employees’ scheduled hours. If employees are in
a nonpay status for ar entire pay period, no
withholding to cover that pay period shall be
made from future pay nor shall the employees
deposit the amount which would have been
withheld if they had been in a pay status during
that period. There are no Government contribu-
tions for that pay period. When ‘part-time em-
ployces become full time employces in the
middle of a pay period, the Federal Employees
Group Life Insurance Handbook for Personne!
and Payroll Offices (reference (x)) requires the
amount to be withheld for basic life insurarce to
be based on the amount of insurance last in force
for the employee during the pay period (that is,
the full-time rate).

b.  Part-time Rates. For life
insurance purposes, the annual pay for a part-
time employee is the basic pay applicable to his
ar her tour of duty ina 52-week work year. For
example, an employee whose pay is $22,692 per
annum but is employed half-time would have an
annual pay for insurance j urposes of $11,346. If
an individual is employed on a part-time basis in
more than cne Federal agency and i+ eligible for
FEGLI coverage in one of the positions under the
Federal Employees Group Life Insurance Hand-
book for Personnel and Payroll Offices, Subchap-
ter 83 (reference (x)), the agency which pays the
higher of the salaries must contact the other
emplaying office, confirm the salaries paid, and
assume responsibility for withho! iing all of the
rcquired premiums from the salary which they
pay. The agency which pays the highest salary
to the individual must also provide the Covern-

ment zontribution for basic insurance based on
the aggregate amount of basic coverage the
employee has from all covered positions. This
will eliminate the need for the other employing
office to make partial withholdings and Govern-
ment contributions.

U70302. Intermittent Employment. 8Scc FPM
Chapter 340, Subchapter 4 (reference (am)). This
is nonfull-time employment in which employees
serve under an excepted or competitive service
appointment without a regularly scheduled tour
of duty. An intermittent work schedule is
appropriate for a position in which the nature of
work is sporadic and unpredictable so that a
tour of duty cannot be regularly scheduled in
advance. Intermittent employces are paid only
for hours worked. Intermittent employees are
cntitled to overtime.

A. Pay. Gross basic pay is computed
by multiplying the employec’s hourly rate of pay
by the total of the hours worked during the pay
period. Intermitient employces are not eligible
for holiday pay. Wage board interinittent em-
ployees arre eligible for night shift differential;
however, General Schedule intermittent employ-
ces are not eligible for night differential unless
temporarily assigned to a regular tour of duty
with night work.

B. Leave. Intermittent employees do
not accrue annual or sick leave. When part-time
or full-time employces are changed to intermit-
tent, unused sick feave is held in abeyance until
employces return 1o a scheduled tour or separate
and forfeit the leave after a 3-year break in
service. Any unused annual leave is paid as a
lump sum, excepi in a situation involving a
continuing program under which employces are
required to return to full-time or part-time
employment after a period of intermittent em-
ployment (i.e. student trainee).

C.  Deductions

1. Retirement. Intermittent em-
ployees are not eligible for retirement coverage
except when the infermitient employment fol-
lows employmernt i+ a covered position and
there has not been a break in service of more
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than 3 days. Intermittent employees are subject
to Social Security and Medicare deductions.

2. Health Ipsurance. Intermit-
tent employees are not eligible for health insur-
ance coverage except when the intermittent
employment follows employment in a covered
position and there har not been a break in
service of more than 3 days.

3. Life Insurance. Intermittent
employees are not eligible for life insurance
coverage except when the intermittent employ-
ment follows employment in a covered position
and there has not been a break in service of
more than 3 days and the employee is expected
to return to a covered position (FPM Chapter
340, paragraph 4-3b) (reference (am)). The
annual pay for intermittent employees is the
annual rate which they were receiving at the end
of the pay period or in the event of death or
dismemberment, the annual rate they were
receiving at the time of death or accident. For
example, if an intermittent employee is paid
$7.65 per hour, the employe2’s annual rate of
pay fixed by law is $15966 (7.65 X 2,087 =
$15,966). If such an employce works only 2 days
or 16 hours during a particular pay period, the
annual rate of pay for insurance purposes is
based on actual time worked during that pay
period. In this example, $3,193 is the annual rate
of pay for insurance purposes (.20 X $15,966 =
$3,193/yr). However, insured employcees whose
annual pay is 38,000 or less are covered for the
minimum $10,000 of basic insurance,

(070303. Seasonal Employment.  Seasonal em-
jloyment is defined as recurring periods of work
lasting less than 12 months cach year (FP’M
Chapter 340, Subchapter 2) (reference (am)).
Scasonal empleyees are placed in nonduty /non-
pay status and recalled to duty in accordance
with preestaplished conditions of employment.

A. Tay. Gross basic pay is computed
by multiplying the employee’s hourly rate of pay
by the total of the Lours worked and the hours
of paid leave during the pay period.

B. Leave. Scasonal employees carn
leave during the time in pay status and during
the first 80 hours in nonpay status each year.

C.  Deductions. Regularly sclieduled
seasonal employees under career or career-
conditional appointments expected to work at
least six months per year, aic subject to deduc-
tions (such as, retirement, health insurance, and
life insurance) on the same basis as full-time
employees while in a pay status.

070304. On-Call Employment. See FPM Chap-
ter 340, Subchapter 3 (reference (am)). On-call
employment is employment on an as-needed
basis during periods of heavy workload, with an
expected cumulative service period of at least 6
months in pay status each year. On-call employ-
ees work on regularly scheduled tours of duty
while in a pay status, and subject to workload,
are placed in a nonpay status, and arc recalled to
duty in accordance with preestablished condi-
tions of employment.

A. Pay. Gross basic pay is computed
by multiplying the employee s hourly rate of pay
by the total of the hours worked and the hours
of paid leave during the pay period.

B. Leave. On-call employees carn
leave during the time in a pay status and during
the first 80 hours in nonpay status cach year.

C. Deductions. On-call employees
under career or career-conditional appointments
are subject to deductions (such as retirement,
health insurance, and life insurance) on the same
basis as full-time employees,

070305. Piecework Employees. General author-
ity for scheduling work and excusing absences of
piccework employces are granted under 5 11.5.C.
6101 and 6104 (reference (b)), and 56 Comp, Gen,
393 (1977) (reference (p)). Piecework employecs
excluded from health insurance coverage are
employees paid on a piccework basis except
those whose work schedule provides for regular
or full-time service or for part-time service with
a regular tour of duty. Refer to FPM Supple-
ment 532-1 (reference (r)) for information on
piece rate schedules. For life insurance purpos-
es, the annual pay for a picceworker is the total
basic carnings exclusive of premium carnings for
overtime or holidays, for the previous calendar
(52-week) year. Whenever the piccework rate
changes, annual pay is adjusted by applving the
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percentage increase or decrease in rate. If the
pieceworkers had LWOP during the year, the
year’s earnings or adjusted earnings are divided
by the number of days for which they were paid
(work and leave with pay) and the average daily
rate so obtained multiplied by 260 to determine
annual pay. For new employees, use the first
year’s annual pay during the previous calendar
vear for picceworkers doing similar work in
their group, subject to any further adjustment of
the average during the first year. Unless cov-
ered by an exception, employees paid on a
piccework basis, excepe those whose work
schedule provides for regular or full-time ser-
vice, are excluded from retirement coverage by
OPM regulation. See 5 CER. 831.201(a) (refer-
ence (1)) and the CSRS and FERS Handbook for
Personnel and Payroll Offices (reference (ac)).

0704 REEMPLOYED ANNUITANTS

070401, General

A.  Employees Retired from Competi-
tive Service

i, Regulations Governing: Reem-
ployment. Instructions governing the reemploy-
ment of employees retired from the regular
compelitive service under CS5RS and FERS are
contained in the CSRS and FERS Handbook for
Personnel and Payroll Offices (reference (ac)).
At the ime of appointment, an SF 2806/3100 is
prepared for cach new employee subject to the
CSRS or FERS, except for a reemployed annu-
itant who may qualify for a supplemental annu-
ity as defined in the CSRS and FERS Handbook
for Personnel and Payroll Offices (reference (ac)),
when Chapters 100-102 are published.  In that
case the SF 2806/3100, showing service history
only, is prepared ot the time of separation.

2.  Disabled  Annuitants Who
Recover Before Reaching  Age 6. Annuity
payments shall be discontinued during their
reemployment and retirement deductions shall
be taken from their salacy.

3. Aonuijtanis  Involuntarily
Separated (for Reasons Other than Age). When
their reemployment is subjedt to a retirement
system, the annuity payments shall be discontin
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urd and deductions shall be taken from their
salary. When their reemployment is not subject
to the retirement sysiem, annuity payments shall
be continued, the agency shall reduce the
employee’s pay by the amouni of the annuity,
and no reticement deductions shall be taken. See
the CSKS and FERS Handbook for Personnel and
Payroll Offices (reference (ac)).

4.  AllOtherReemployed Annu-

itants.  Annuity payments shall be continued
during their reemployment. The agency shall
reduce the employee’s pay by the amount of the
annuity, and no retirement deductions shall be
taken from their salary. See the CSRS and FERS
Handbo-k for Personnel and Payroll Offices
(reference (ac)).

B.  Former Members of Congross

1. Continued Annuity. Under
P.L. 86-004 (reference (e)), the retirement annuity
of former members of Congress shall continue
with no resulting increase, when reemployed by
a Government Agency subsequent to Decembier
31, 1958, Such reemployinent shall be in an
appointive position on an intermittent service
basis with compensation, or on a full-time or
substantially full-time basis withoat compensa-
tion (3 U.S.C. 8344(d)) (reference (b)).

2. DMotice to OPM. OP'M Retire-
ment and Insurance Programs, Annuitant Servic-
es Division, Washington, DC 20415, shall be
notified immedialely of the name of any former
member of Congress when employed in an
appointive position on an intermittent service
basis with compensation or on a full-time or
substentially full-time basis without compensa-
tion,

070402,  Reimbursement to the Office of Parson-
nel Management For Amnuity Paid to Retired
Civil Service Employees While Reemployed

Ao General,  Aclivities employing
retired Civil Service employees, whose annuity
continues during reemployment, are required to
reimburse  the Civil Service Retirement and
Disability Fund for the gross amount of the
annuily paid by OPM allocable o the period of
actual employnwnt. The payment to OI'M is
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shown on DD Form 592 as "Annuitants Cost to
orm."

B. Reimbursement, The gross
amount of annuity paid by OPM tu reemployed
annuitants, applicable to cach pay period, shali
be entered on the SF 2812, This will serve as a
scheuule of vouche* deductions. The completed
SF 2812 is forwarded tv OPM. In addition to
othey items, this form must shew tie agency’s 8-
digit payroll office number, the pay period from
and to dates and the amount being remitted.

C.  Separation of Reemployed Annu-

itant. Upon separation of a reemployed annu-
itant, OPM shall be notified.  Each notice shall
contain the annuitant’s name, date of birth, SSN,
retirement claim number (if available), and date
of separation.  In the event an annuitant s
eligible for a supplemental annuity, the civilian
payroll office shall prepare an SF 2806/3100,
listing all service subsequent to retirement. The
SF 2806/3100 should be forwarded to OPM as
provided in the CSRS and FERS Handbook for
Personnel and Payroll Offices, Chapter 41 (refer-
ence (ac)), together with the annuitant’s new SF
2801, "Application for Immediate Retirement-
CSRS," or SF 3107, "Application for Immediate
Retirement-FERS,"

070403. Prorating_ Annuitics _for_ Appropriate
Reductions _of Wage _and  General _Schedule
Salaries

A, General, Upon reemployment, the
civilian personnel office provides the S5F 50 data
to the civilian payroll office as to the amount of
annuity being reccived by a reemployed annu-
itant.

B. Employees  Retired  from  the

Competitive_Service,  Reemployed  annuitants
who refain their annuities shall have their sala-
ries reduced by ¢ sum equal o the retirement
annuity allocable to the period of actual employ-
ment. The appropriate reduction and adjusted
salary shall I'e determined as follows:

1. Annuitants reemployed on an
annual pay basis shall have their per annum
salary reduced by the amount of the annual
annuity. The remainder of their salary is com-
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puted in amounts payable on a biweekly pay
period basis. Payment for overtime worked is
based on an annuitant’s full rate of basic pay
before any reduction by the amount of their
annuity.

2. Annuitants reemployed onan
hourly pay basis shall have their daily or hourly
rate of pay converted to the per annum equiva-
lent. The per annum rate reduced by the total
amount of the annuity being received by the
cemployee. The remainder shall be reconverted
to a per dicm or per hour rate, as appropriate,

3.  The civilian payroll office
adjusts the reimbursement to OPM following
increases in an annuity as provided in the C5RS
and FERS Handbook for Personnel and Payroll
Offices (reference (ac)), and OPM instructions
issued with periodic cost-of-living, adjustments,

C. Former Members of Congress.
Former members of Congress who are employed
in an appointive posilion on an intermittent
service basis and who retain their anauitics shall
have their salaries reduced by a sum e qual to the
retirement annuity allocable to the period of
actual employment.  The amount of annuity
allocable to cach pay period shall be processed
as a payroll deduction rather than as a reduction
in pay period carnings as is the case with reem-
ployed competitive service annaitants. There-
fore, annuitics withtheld shall not reduce carn-
ings for tax and other purposes. Annuities
withheld in the case of former members of
Congress shall be remitted to O'M as preseribed
in pavagraph 070402,

070404,  Processing. Ketirement deductions are
optional for CSKRS reemployed annuitants, and
there is no requirement for a matching, Govern-
ment contribution, However, retirement deduc-
tions are required for FERS reemployed annu-
itants, and Government contributions are also
required. These deductions are computed on the
reemployed annuitant’s basic pay before ary
offset due to receipt of an annuity, Deductions
for Medicare (CSRS emplayees) or Social Securi-
ty /Medicare (FERS employees) are computed on
the amount remaining, after subtraction of the
annuity offset, invaccordance with SSA guidance,
Federal, State, and local taxes are computed on
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the amount remaining after subtraction of the
annuity offset. TSP contributions are computed
for a reemployed annuitant using the base salary
prior to the salary offset for the anauity (TSP
Bulletin 87-31) (reference (ak)). Sick leave re-
poried to OPM cannot be recredited upon reem-
ployment (5 C.F.R. 630.407) (reference (1)).

070405. Computation of Lump-Sum Leave Pay.
Under the provisions of 5 U.S.C. 8344 (reference
(b)), the lump-sum payment for unused annual
leave due a reemployed annuitant upon separa-
tion, including those retired from the competitive
service and former members of Congress, shall
be computed on the basis of the employee’s
wage or salary rate fixed for his or her position
or aceupation without reduiction for the amount
of annuity received by the employee,

705 DECEASHD EMPLOYEES
070501, General, See 5 U.5.C. 5581-5583 (refer-

ence (b)), An SF 1152, "Designation of Beneficia-
ry Unpaid Compensation of Deceased Civilian
Employec," and an SF 1153, "Claim for Unpaid!
Compensation of Deceased Civilian Employed,”
are forwarded by the civilian personnel office to
the civilian payroll office.  Deceased civilian
employees include former employees who dice
after separation from the employing, instaflation
and before receipt of final pay and allowances,
Unpaid compensation includes alf pay, allowanc-
¢s, or other amounts due at the time of death,
such as:

A. Current salary (including any
retroactive salary).

B.  Savings bonds (if no co-owner or
beneficiary was designated) and savings bond
balance.

C.  Unclaimed or uncashed checks. A
collection voucher is required to be prepared for
non-negotiated returned checks.

G. ‘Travel reimbursement.
H. Severance pay.

070502, Payment. Upon notice of the death of
a civilian employ»e, the civilien payroll office
takes action to prepare an SF 1154, "Iublic
Voucher for Unpaid Compensation Due a De-
ceased Civilian Employee," to permit prompt
payment of the amounts due.  In accordance
with GAO regulations issued pursuani to 5
U.S.C. 5581-5583 (reference (b)), in certain in-
stances the amounts due may be paid directly as
indicated on the SF 1153 from the civilian per-
sonnel office, However, int cettain other instanc-
s outlined in paragraph 070502.8,, the amounts
due may only be made after being authorized by
the GAO on the basis of claims forwarded to the
GAOQ.

A, Direct Payment. Direct payment
is permitted to claimants legally entitled to such
payments. When paying more than one benefi-
clary, the civilian paymoll office shall apply per-
centages due cach beneficiary as specified by the
deceased,  If the deceased did not specify any
percentages, the civiian payroll office  shall
divide the total amount cqually among the
eligible claimants. The Jegal claimants are deter-
mined based on the following order of proce-
dence:

1. The beneficiary or beneficia-
rics designated by the employee in writing to
receive such compensation,  The designation
must have been filed with the employee’s em-
ploying activity prior to the employee’s deatly;

2. The widow or widower of the
employey;

3. The child or children of the
employee, and descendants of deceased children
by representation;

4. The parents or  surviving
3 D, Cash awards. parent of the employve;
-
ol E. Foreign and nonforeign  arca 5. The duly appointed legal

differentials and allowances, representative of the estate of the employee, or if
none, the person or persons entitled under the
F.  Lunp-sumannual leave payment. laws of the domicile of the employee,
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B. Payment After GAO Certification.
Certain claims are sent to the Claims Division of
GAO for certification before payment is made.
After GAO certifies the SF 1154, it is returned to
the civilian payroll officc for payment. These
include claims when:

1.  Doubt exists as to the amount
or validity of the claim;

2. Doubt exists as to the person
or persons properly entitled to payment;

C. Submission for GAQ Certification.
For those claims required to be settled by GAO
before payment, the dvilian payroll office shalk:

1. Write a letter of transmittal to
the office identified in paragraph 060401, The
following shail be included:

a, Statement
designation of beneficiary.

regarding

b.  Reason why referral to
GAO is recommended.  As appropriate, cite
unusual circumstances surrounding the death of
the employee, or eligibility of the claimant(s) to
receive the unpaid compensation,

¢,  Amount and nature of
indebtedness, if any,

d. Statement that the claim
has not been and will not be paid until certified
in the name of the Comptroller General,

2. Attach the following to the
letter of transmittal:

@, Original, with the required
number of copies, of the 5F 1154 and sub-
vouchers. On the SE 1154 in the block for the
name of the payee, place the phrase " Payment
Afler GAQ Certification”.

h. Certified copy of the leave
revord,

¢. Copy of time and atten-
dance report for the period covered by the voucher.
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070503. Computation of Amount Due, TPay
earned through the date of death and lump-sum
payment for unused annual leave shall be com-
puted and shown on a repular biweekly paycoll
disbursement voucher or a special payroll vouch-
er with a zharge to the applicable appropriation
and other applicable accounting information.
The following instructions govern deductions
from unpaid salary:

A. Retirement. If the employee was
covered by a retitement system, deduct the
retirement  contribution  from  unpaid  salary
carned through the date of death.

B.  Social Security and  Medicare
Portions_of the FICA Tax, If the employee was
subject to Social Security/ Medicare, deduct for
Sueial Security /Medicare tax from unpaid salary
carned before the date of death and from Tump-
sum payment for unused annual leave carned
after December 31, 1950 (IRS Circular E) (refer-
ence (i), Gross wages carned in the calendar
year through the date of death, subject to the
statutory limitation, are subject to Social Seeuri-
ty/Medicare.  Social Sccurity/Medicare taxes
will be withheld on wages paid to a beneficiary
or to the estate of the deceased employee in the
calendar year of death. If payment is made after
the calendar year of death, such wages are
exempt from Social Security / Medicare taxes.

C. Federal Income Tax, Do not
deduct FITW from unpaid salary carned by an
employee through the date of death (IRS Circu-
lar E) (reference (i)).

e Tax, Do not deduct with-
holding for Stale (Territory, District of Columbia)
income tax from the unpaid salary and lump-
sum leave carned by an employee through the
date of death.

D, State Tax,

B, Local Tax. Do not deduct with-
holding for local taxes from the unpaid salary
and lump-sum leave carned by an employee
through the date of death.

F.  FEIB, If the employee had premi-
um withholdings for FEHB, and there is a survi-
vor eligible to continue the enrollment, make
withholdings and contributions for the periods
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for which pay is due. This includes the pay
period during which death occurred, subject to
the applicable 4-day rule provisions in subpara-
graphs 040802.B.8. and (040802.B.10.

G. FEGLL If the employee was
subject to FEGLI, deduct for premiums for the
periads for which pay is due, including the pay
period during which death oceurred.

H. Savings Bonds. Do not deduct for
savings bonds from unpaid wages nor issue
honds after date of death,

L TSP Deductions for TSP and for
any TSP loans outstanding will be made.

L Allotments, Make no dedudtion
for the pay period in which death oceurred,

K. Other Deductions.  Make any
additional deductions  reguired under spedific
cases, such as indebtedness.,

070504. Lump-Sum_ Payment  for_ Accrued
Leave. Do not deduct retirement, Federal, State,
or local income tax, health benefits, life insur-
ance, or savings bonds from lump-sum payment.

070505, Preparation of the Withholding Tax
Statement

A, Decedent Torm W-2,  Include
gross amounts tor final pay for the pay period of
death and lump-sum annual jeave paymeats as
"Social Security Woges” or "Medicare Wages and
Tips" only if these amounts are paid to the estate
or benefidiary in the same year as the death ot
the employee oceurs. Do not include gross
amounts for final pay for the pay period of
death or lJump-sum annual leave payments as
"Wages, Tips, Other Compensation® on the
decedent’s Form W-2,

B. Form_ 10Y9-MISC. Prepare an
Form 1099-MISC for amounts payable to the
decedent’s estate or bencficiary(s).  Include in
"Prizes, Awards, Ete." the gross amounts for final
pay for the pay period of death, lump-sum
annual feave, and other monies such as travel
reimbursements received.

C. Federal Income Tax, Deceased
einployec’s unpaid wages are not subject to
Federal income tax withholding in either the
calendar year in which the employee died or
afterwards.

070506. Transfer of Funds. The unpaid com-
pensation is placed in deposit fund account -
X6875 (Suspense) pending receipt of a claim for
the compensation.  If a claim has not been
received within 7 year from the date the amount
was placed in the deposit fund account, transfer
the funds as follows:

A.  Transfer to deposit fund account
20X6133 (Payment of Unclaimed Monies) unpaid
compensation that meets the following criterja:
is $25 or more; a refund, upon claim, would be
absolutely justified; there is no doubt as o legal
ownership of the funds; and a named individual
can be identified with the item.  Subsequent
payment of cdaims from this account shall be
made by preparing an SF 1154 ciling account
20X6133 and the account of the disbursing officer
that supports the consolidated civilian payroll
office.

B, Transfer to miscellancous receipt
account --1060 (Forfeitures of Unclaimed Money
and Property) if the claim for unpaid compensa-
tion is less than $25 or amounts greater than $25
which do not meet ali the provisions for account
20X0133, Subsequent payment of caims from
this account shall be made by preparing an SF
1154 citing account 20X1807 (Refund of Money
Lrroncously Received and Recovered) and the
account of the disbursing officer that supports
the consolidated civilian payroll office,

(170507.  Processing of Agency Certification_of
Life Insurance Status for Employee Death Cases
Wilhin_DoD). When an employee dies, the SF
2821, "Ageney Cerlification of Insurance Status,”
is processed under the guidance i the Federai
Employees Group Life Insurance Handbook for
Personnel and Payroll Offices (reference (X))
The two certifications of personnel and payrol]
record data on the SF 2821 cannot be made by
the same official. To help reduce the time survi-
vors or beneficiaries must wail on insurance
benefits from the Office of Federal Employcees”
Group Life Insurance, the following expedited

)
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processing of SF 2821 shall be accomplished
within DoD.

A. For collocated civilian_personnel
offices and civilian payroll offices. The civilian
personnel office completes and forwards the 5F
2621 upon notification of death of the employee,
to the servicing civilian payroll office for certifi-
cation. The civilisn payroll offices’s certification
shall be completed and all copies of the SF 2821
returned to the civilian personnel office within
24 hours after receipt by the civilian payroll
office.

B. For c:ivilinnpursnnnul' offices yeo-
graphically  separated  from_civilian _payroll
offices, The civilian personnel office completes
and mails the SF 2821, upon notification of death
of the employee, to the civilian payroll uffice for
certification. The civilian payroll office’s cettifi-
cation shall be completed within 24 hours after
receipt by the civilian payroll office. The civilian
payroll office shall express-mail all copies of the
SE 2821 back to the civilian personnel office.

0706 EXPERTS AND CONSULTANTS

070601, General. FPM Chapler 304 (reference
(am)) prescribes the conditions governing, em-
ployment of experts and consultants, The civil-
fan payroll office pays experts and consultants
based on the SF 50 data received from the civil-
ian personnel office.

070602. Compensation to be I’aid, Delermina-
tion  of the specific rate to be paid experts and
consultants, including the decision to pay no
compensation, is made one an individual case
basis. The rate for experts and consullants is not
to exceed the amount authorized by the statute
uinder which the individual’s services are ob-
tained. Normally compensation is equivalent o
salaries in the G5-13 through GS-15 range. They
are exciuded from eniitlement to inderin geo-
graphic adjustment and locality pay.

070603, Qvertime and  Limitatiore _on_ Iy,
Because experts and consultunts generally are
paid on a daily rate basis, they are not eatitled to
more than the daily rate prescribed in the ap-
pointment documents for cach day of sepvice
regardless of the number of hours worked. The

2017

designation of a regular tour of duty in the
appointment documents does not necessarily
preclude recelpt of compensation at the agreed
daily rate for work performed outside of that
tour of duty -- for example, if such an employee
works 6 days a week, the 6th day is paid at the
straight time rate rather than the overtime rate,
Experts and consultants employed on a daily
basis may be paid the rate of basic compensation
for work on days outside the prescribed tour of
duty, provided the compensation within any
biwcekly pay period does not exceed the rate of
basic pay for Level V of the Executive Schedule
(88 Comp. Gen. 90 (1978)) (reference (p)).

070604,  Salary Increases. Unless the appoint-
ment docunients prescribe that General Schedule
increases under 5 US.C. 5305 (reference (b))
automatically apply to these individuals, and
without administrative action authorizing a
consequent increase under 5 US.C. 5307 (refer-
ence (b)), an expert or consultant is not entitled

to a pay increase on the basis of an increase in |

the General Schedule, The SF 50 data from the
civiian personnel office notifies the civilian
payroll office of the proper salary increase.

070005, Holiday Pay. Unless the appointment
docements expressly provide for holiday pay, an
expert orconsultant employed on a daily basis is
not eniitled to compensation for holidays on
which no work was performed (Comp. Gen.
Decision B-131259, January 23, 1976) (reference
(). The SE 50 data from the civilian personnel
office notifies the civilian payroll office of the
proper holiday pay, by an express statement that
the employee is entitled to holiday pay.

070606, Offset of Uniformed Services Relired

Pay.  As required by 5 US.C, 5532 (reference
(1)), certain former menbers of the uniformed
services are subject to reduction in retired pay if
employed in the Federal service (including
experts and consultants), The employing activity
is responsible for notifying the appropriate DFAS
Center which deterinines the amount of retirea
pay, if any, 1o be withheld (5 C. VR, 550.601-603)
(reference (1)) (FPM Chapter 304, paragraph 1-6i)
(reference {am)).

V0607, Exeeption_from_[ral Pay Restriction.
Cenciaby, an mdividual is prohibited by statute
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from receipt of basic pay from more than one
position for more than an aggregate of 40 lLiours
of work in one calendar week.  Under one
exception to this restriction, an individual is
entitled to pay for service on an intermittent
basis from more than one consultant or expert
position, provided the pay is not received for the
same hours of the —ame day per 5 UBL.C.
5833(d)(1) (reference (b)).

070608. Annual and Sick Leave

A, An cxpedt, consultant, or other
employee who serves on an intermittent or other
basis without a prearranged regular tour of duty
does not carn annual and sick leave (5 US.C
6301(2)(ii)) (reference (b)),

B.  An expert, consultant, or other
employee who serves on a regularly prescribed
tour of duty, full-time or part-time, does carn
annual and sick leave, The <vilian peisonnel
office should determine the regular tour of duty
in advance and should annotate th~ cppointment
document srecifically to show  whether the
employee ciens feave (55 Comp. Gen. 167 {1978))
{reference (p)) and (5 C.ER. 630) (reference (1))
The accrual rate is the same as {or other full-time
and part-time Federal employees as diccussed in
5 C.ER. 630 (reference (1)).

070609,  Retitement, Life Insurance, and Health
Benefits. An expert, consultant, or other emvaloy-
e whose service is intermitient or temporary for
[ year or less is not covered under the retirement
systems and is incligible tor life insurance and
health benefits.  However, if an employce cur-
rently covered by vetirement, life insarance, or
health benefits is appointed as an intermitient or
temporary (full-time or part-time) expert or
consultant without a break fa service or after a
separation from the service of 3 days or less,
coverage is continued,  To continue life insur-
ance coverage for an intermitient employee,
there must be an expectation that the emplovee
will return to the previous position on a full-time
basis.

0707 LEGALLY INCOMI'ETENT EMPLOY -

070701. General. The civillan personnel office
notifies the civilian payroll office in writing
when an employee is found to be legally incom-
petent. The civilian personnel office also sends
the civilian payroll office the S5F 50 data that
shoree the employee’s separation because of
mental incompetence. The employer may tlso
be on an e*itended leave of absence of which the
civilian , ersonnel office must inform the civilian
pavroll office. The civilian payroll office makes
no payments to the employee once it has been
informed that the employce is declared legaity
incompetent. A claim must be filed on the
employee’s behalf before the pay account can be
settled.  No specific form is required to file a
claim for amounts due mentally incompetent
employees or former employees, The cluim must
be filed in writing over the signature of the
person el im ~¢ on behalf of the incompetent. 1f
the cluim is from other than a guardian or
cominittee, the Office of General Counsel should
be consulted prior to making payment.

A. Guardian_or_ Comuwcittee,  The
initial claim filed by the guardian or committec
of the estate of a legally incompetent employec
must be accorapanied by a certificate of the court
showing the appointment and qualification of
the claimant as guardian or committee, After the
first payment has been made, supsequeny recur
ring paymuents 1y be made to the same payee
without further claim as long ar the sppointment
as guardian or committee remaing in effect and
the mutter is otherwise free from doubt. Subse-
quent payment vouchers will include a citation
to the voucher upon which the initial claim was
paid.

B, Other than Guardian or Conunit-
ey If a guardian or commiltee has ol been or
will not be appointed, the initial claim must be
sunported by a sworr, statement show*ng;:

1. The daiinants eelationship (o
the legally incompetent eraployee, if any;

2, The name and address of the
person baving care and cusindy of the legally
incompetent cmployee;
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3. That any amount paid to the
claimant shall be applied only to the use and
benefit of the legally incompetent employec;

4. That the appointment of a
guardian or committee is not contemplated.

070702. Claim Action. Upon receipt of a claim,
consider the proposed date of separation to
determine whether compensation is due current-
ly or a payroll voucher for final settlement
should be processed. To avoid invalid payments
when the employee is cariied on extended paid
keave, the civilian personnel office will monitor
the case for any changes in the employees condi-
tion, and advises the civilan payroll office
immediately.  File the claim in the employee’s
file of documents.

070703, DProcessing Claims. The civilian payroll
office may pay claims for unpaid amounts due
legally incompetent employees unless it doubts
the amount or validity of the claim or it doubts
the claimant’s proper entitlement to the payment.

A. Any unclaimed, undelivered, or
uncashed salary checks drawn in favor of the
employee are to be returned to the disbursing
officer for cancellation and cradit to the appro-
priation or fund sriginally charged.

B, The net amount of any returned
chicek is to be posted to the pay record. Adjust-
ment of the items vriginally deducted from the
gross pay is not required if the proceeds of the
check are due the employee. If the proceeds of
the check are not due, prepare an SEF 1098,
"Schedule of Canceled ov Undelivered Checks,”
to cancel the check and meke proper adjusting
entries for the deductions {rom gross pay.

C.  Compute the amount to be paid to
the claimant. Process any further payments due
the employes each pay period in the regalar
payroll cyde; for example, payments due when
the employee is carried on sick leave,

1. Prepare a statement for all
arrcars of pay due. Include the net amount of
any uncashed checks if the proceeds are due.

20

2. Enter the following on the
payroll voucher (such as the DD Form 592,
under "OTHER"):

a. "Mentally Incompetent
Employee." In addition, enter the name of the
proper claimant and capacity in which serving,
followed by the namw and GSN of the mentally
incompetent empleyee,

b, Citation of the designat-
ed deposit fund account.

¢.  Amount due the claim-
ant.

3. On reccipt of a properly
executed claim and/or court certificate, prepare
an SF 1049 to cffect the disbursement of the
funds from the deposit fund account designated
on the payroll voucher to the claimant. The
claimant’s name and address appear on the
voucher along with the employee’s name and
SSN, and the pay period.  The voucher is for-
warded to the disbursing officer for payment.

4. Forward a copy of the pro-
cessed voucher to the claimant. A copy should
also be filed in the employed’s file.

5. Include in the final payment
any lump-sum payment for annual leave, refund
of bond balances, and any other salary amount
to which the employee is entitled,

6. Record in the payroll records
the official date that the employee is declared
legally incompetent. Also, the name and address
of the claimant shall be recorded in the payroll
records,

(170704,  Processing Doubtful Claims for GAQ
Certification. Doubtful claims shall be submitted
to GAO following the procedures outlined in
coction (604,

A. Prepare the voucher for the net
amount due a mentally incompetent employee
per paragraph 070703, This voucher (along with
the required number of copies) is sent to GAO.,
After GAO certifies the voucher, it will be re-
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turned to the submitting DFAS Center for pay-
ment.

B. Enter "Local Payment After GAO
Certification" on the face of the voucher. GAO
adds the name and legal capacity of the claimant
on the voucher.

C. Certify the voucher and attach the
following:

1. Claimant’s legal authoriza-
tion, including any certificate of the court show-
ing appointment and qualifications of the claim-
ant,

2. Claim from the claimant (such
as letter from the guardian, administrator, etc.)

3.  Statement of the doubtful
aspects and the reason the civilian payroll office
recommends referral of the claim to GAO.

4. Certificate stating that the
claim has not been and will not be paid until
certified in the name of the Comptroller General.

D. Retain a copy of the voucher and
supporting documents in the employed’s file,

0708 MISSING PPERSONS, CAPTURED OR
INTERNED

070801, General.  Civilian personnel who are
officially determined to be missing are entitled to
continued pay and allotments from their pay
under the Missing Persons Act (5 US.C, 5561-
5508) (reference (b)) and the Terrorism Compen-
sation Act (5 U.S.C. 5509) (reference (b)), Miss-
ing status includes persons:

A.  Missing;
B. Missing-in-action;
C. Interned in a foreign country;

. Captured, beleaguered, or be-
sicged by a hostile foree;

I Detained in a foreign country
against the employee’s will,

070802. Actions by the Civilian Payroll Office.

A, Upon receipt of an official deter-
mination that a civilian employee is in a missing
status, return any unclaimed Hr uncashed checks
to the disbursing arca.

B. The civilian payroll office retains
responsibility for the employee’s pay, leave and
retirement records,

C.  The initiation, continuance, discon-
tinuance, increase, decrease, suspension, or
resumption of an allotment from the pay and
allowances of an employee in a missing status, is
authorized when that action is iti the interests of
the employee, the dependents, or the United
States (65 U.S.C, 5563) (reference (b)). Such allot-
ments shall comply with section 0414,

1. Allotmenits authorized by an
employee before the missing status began are
normally continued for the period of absence.

2. The missing employee's
dependents may receive an allotment of the
employee’s pay.  Dependent payments cannat
exceed the employee’s net pay. However, the
needs of the dependuents, the number of depen-
dents and their reletionship ‘o the employee
should be considered when determining the
payment amount. If possible, reserve a reason-
able amount cach pay period to ensure that the
employee will have funds available upon return,

. The pay and allowances of a
missing employee in a caplive status may be
allotted 10 an interest bearing savings fund
established by the Secretary of the Treasury (5
US.C. 5509) (reference (b)) Caplive status
means a missing status which, as determined by
the P'resident, arises because of a hostile action
and is a result of the individual's relationship
with the Government,  All or any podtion of the
employee’s pay and allowances may be allotted
to the uxtent that such pay and allowances are
not subject to an allotment under 5 U.S.C. 5563
(reference (b)) as outlined in paragraph 070802.C.

E. Maintain the pay account on a
pay-period basis, Indude normal deductions for
retirement, FICA, Federal and State income fax
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withholding, FEHB, FEGLI, and savings bond
deductions in the totals for the regular payroll
voucher. Schedule savings bonds for issuance
when the full purchase price has been deducted
on the individual pay terord. Savings bonds are
mailed to the peison(s) in ~"hose name(s) the
bonds are registered. If not mailable, they are
kept in safekeeping at the DFAS Center.

F.  Establisha special lcave account to
restore any annual leave forfeited by an employ-
ee while in a missing status after January 1, 1965.

070803. Termination of Absence. Do not sepa-
rate employees while they are untitled to pay
and allowances undr the Missing Persons Act (5
U.S.C. 5561-5508) (reference (b)),

A.  Whenan employee returns from 2
missing status, the civilian payroll office prompi-
ly vouchers the balance withbeld from the
employee and furnishes a resume of allotments
sturted and paid in the employee’s absence.
Charge the accounting classification that was
current when the pay accrued.  The employee
initiates any allotment discontinuances or change
documents for any allotments which may have
been started or changed during the absence. The
civilian payroll office pays tuture salaries using
normal payroll procedures,

B, When the employee returns from
missing status, furnish a statement of the special
leave account balance to the employee’s civilian
personnel office. The employee elects in writing
whether payment or credit for the leave is de-
sired.  If payment is requested, make the pay-
ment at the employee’s rate of pay in effect
when the leave was forfeited,

C.  Upon receipt of official notice of
the employee’s death or presumed death, take
actions Gutlined in section 0705,

D, Charge the pay adjustment or final
settlement, including local allotment parments to
dependents, to the appropriated fund accoant
which bore the employee’s salary,

0709 EMPLOYEES  TRANSFERRED TO

INTERNATIONAL ORGANIZATIONS

211

070901. General. Under 5 CFR. 352301-
352.314 (reference (1)), an einployce who trans-
fers to an international organization (IO may
elect to keep coverage for CSRS, FEGLI, and
FEHB. Refer to subparagraphs 070901.A. and
(070901.B. for TSP contributinns. The cinployce
is required to depcsit the amount of the ernploy-
ec payments for these programs with the civilian
payroll oftice. Employer contributions for retire-
ment, insurance, and health benefits coverage are
paid by the employee’s employing activity., The
civilian personnel office notifics the civilian
payroll office in writing when a transferred
employee wishes (o keep any ene or all of these
benefits,

A, CSRS and CHRS5-Offset emplayees
who transfer to an 10 can continae tieir CSRS
retirement coverage. (Note: the CSR5-Offset em-
ployee reverts to full CSRS coverage duning the
transfer to the 10.) If an employee transferred
prior to October 1, 1988, he or she can contribute
to the TSP, if an employee transferred on or
after October 1, 1988, he or she cannot coutribute
to the TSP (5 U.S.C. 8347(0)) (reference (b)),

B. FERS employees who transfer to
an IO are cligible to continue their retivement
coverage under special procedures if they contin-
ue Social Security coverage (the CSRS and FERS
Handbook for Personnel and Payroll Offices,
Chapter 12) (reference (ac)). Since such employ-
ces are covered by FERS, they can contribute to
the TSP,

070902,  Computation of Payments

A.  Compute amounts for retirement
and FEGLI on the rate of basic compensation the
employee was receiving at the time of transfer,
If these amounts are changed by law or regula-
tions while an employee is serving with an 10,
recompute the amounts based on notification
érom the civilian pemonnel office and notify the
employee and the 1O (if applicable) of the effec-
tive date and new amount,

B. Compute FEHB on the cost of the
plan of the employec’s choice. If the enroliment
cost changes while the employee is serving with
an [0, recompute the amount based on notifica-
tion from the civilian personnel office and notify
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the employee and the 10 (if applicable) of the
effective daie and new amount.

C. When the SF 50 data is received
showing a step inciease, or general pay increase,
recompute the amounts due under subparagraph
070902.A.

070503.  Time of Paymenis. Thecivilian person-
nel office advises transferred empioyees to make
payments promptly for cach pay period. How-
ever, payments ate considered current if received
within 3 months after the end of the pay period
cavered by the payment (3 C.F.R. 352.309{<))
(reference (1)). The civilian payroll office advites
the civilian personnel office (and carrier for
FEHB) of any delayed payments.  Failure to
deposit payments on time ends the employee’s
coverage.

070904, Accounting for Payments. A DD Form
1131, "Cash Collection Voucher," is used to
deposit, into a deposit fund established for such
purposes, amounts received either from the
individual or the employing organization. An SF
1081, "Voucher and Schedule of Withdrawals
and Credits,” is used to transfer the employer's
contribution, if required, from the appropriation
which would have been charged for the employ-
ed’s pay to the proper deposit fund account,
Total ¢mounts (employee payments and contri-
butions) are included on the current SF 2812, or
prepare supplementals, to make the total pay-
ment to OPM. The employee’s SE 2806/3100 is
pusted with the total annual retirement costs
paid by the employee. The employee’s status is
shown in the Remarks section. An SF 2806/3100
is kept for the entire term of employment by the
1O, unless OPM asks for it.

070905.  Leave Account. Employees who are
transfecred to an JO may clect to receive pay-
ment for accumulated annual leave or have it
remain to their credit until they return to Federal
employment.  Employces may also reguest
payment at any time before reemployment, The
civilian personnel office sets the date of separa-
tion to allow employees to use all accumulated
annual leave that might otherwise be forfeited.
The civilian payroll office prepares and delivers
an extra copy of the SF 1150 to the employec,
Upon reemployment, the civilian payroll office

uses a copy of the SF 1150 to recredit sick leave
and annual leave, if applicable. If the employee
accepts a lump-sum payment wnd is reemployea
within 6 months after transfer to the 10, the
cemploycee must refund the amouat of the lump-
sum (FPM Chapter 353, paragraph 3-4b) (refer-
ence (am)).

70906. Equalization  Allowances, Scction
3582(b) of 5 US.C. (reference (b)) authorizes
employees transferred to an 10 the payment,
upon reemployment, of an cqualization allow-
ance if the 10 pay and other monetary allowane-
¢s are less than the employees would have
received had they been detailed from  their
Federal jobs (5 U.5.C. 3343) (reference (b)). For
conditions of entitlement, see 5 C.E.R. 352,310
(reference (1)),

A, The cqualization allowance applics
to empioyment with an 10 which occurs after
December 29, 1969,

B.  Employces transferred to an [Q are
entitled to be paid an amount equal to the
difference between the pay, allowances, post
differential, and other monetary benefits paid by
the 1O and the pay, allowances, post differential,
and other monetary benefits that would have
been paid by the Federal employer had the
emplovees been detailed to the 10 under §
U.S.C. 3343 (reference (b)):

1. On reemployment, or
2. On death, if it occurs while
trans{erend to, or during the period after separa-
Lon fiom, an IO when the employees are exercits-
ing;, or could exercise, their reemployment rights,
or

3. If the employees rcannot
exercise their reemployment rights because of a
disabiity incurred while transferred to an 10.

C. To determine the difference, the
Secretary of State defines pay for the Federal
Governinent as the winount paid an employee
after deductions of Federal, State, and local taxes
(8 C.ER, 352310(a)(1)) (reference (). Pay for
105 following the Common System of Salarics
and Allowances of the United Natiops and
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Specialized Agencies is the amount paid an
employce after deduction of the staff assessment,
Pay for other IOs is the tax-free pay plus a pro
rata amount equal to the corresponding United
INations staff assessment. In cases when pay is
subject to Federal, State, and locel taxes, this is
the pay before deduction of the taxes.

D. Allowances, post differential, and
other monetary benefits are defined by the
Sccretary of State as follows:

1. Federal Government. The
amount that would have been paid under 5
U.S.C. 5921-5925 (reference (b)), applicable provi-
sions of Chapters 100, 200, and 500 of the DSSR
(reference (1)), and implementing agency regula-
tions had the employees been detailed to an 10
onder 5 U.5.C. 3343 (reference (b)),

2. 10s Following the Common
System of Salaries and Allowances of the United
Nations and Specialized Agencies. The amount
paid under pertinent provisions of the Staff
Regulations and Rules of the United Nations and
Specialived Agencies,

3. Other 10s Not Under the
Common System of Salaries and Allowances of
the United Nations and Specialized  Agencies,
The amount paid under pertinent conditions of
service applied by the organizations as deter-
mined to be appropriate by the releasing agency
with the concurrence of the Secretary of State,

E.  Travel and subsistence expenses,
transportation of effects, and leave are not con-
sidered monetary benefits for equalization allow-
ance,

F.  Inexceptional circumstances when
a hardship or an inequity would otherwise
aceur, the Secretary of State, on the recommen-
dation of the head of the agency, may specify
allowances or other monetary benefits instead of,
or in addition to, those specified above,

G. The payment of  cqualization
allowance is chargeable to the appropriation
current at the time of disbursement and is sub-
ject to Federal and State income tax deductions,

0710 EMPLOYEES TRANSFERRED TO
STATE, LOCAL, OR INDIAN TRIBAL GOV-

ERNMENTS OR TO INSTITUTIONS OF HIGH-

ER _EDUCATION AND OTHER ELIGIBLE
ORGANIZATIONS

071001. General. Part 340 of 5 C.F.R, (reference
(1)) contain information regarding temporary
assignment of employees between executive
agencies and States, lccal governments, Indian
Tribal Governments, institutions of higher educa-
tion, and other eligible organizations. An
empicyee’s pay and leave provisions are in the
employee’s assignment agreements. If procedur-
al problems arisc in complying with the assign-
ment agreements, contact the civilian personnel
office.

0711 EMPLOYEES _ WHOSE _ WHERE-
ABOUTS ARE UNKNOWN

071101. General. In the event an employee's
whereabouts is unknown and payment cannot be
madce to the employee, the amount should be
transferred to a suspense account. If the money
is still unclaimed after 1 year, transfer the
amount fo the deposit fund account 20X6133
(Payment of Unclaimed Monies).

0712 AIR TRAFFIC CONTROLLERS

071201, Retirement. Air trallic controllers have
a unique retirement deduction percentage for
CSRE and FERS employees.  These rates are
published by OPM (the CSRS and FERS Hand-
book for Personnel and Payroll Offices, Chapters
30 and 46) (reference (ac)).

071202, Leave. Leave accruals are based on
guidelines published in 5 CER. Part 630 (reler-
ence (1)),

071203, Overtime Computation, For an em-
ployee who occupies a non-managerial position,
the overtime rate of pay is an amount equal to
one and one-half times the hourly rate of basic
pay of the employee.  The entire amount is
considered premium pay. To be eligible for such
pay, the duties of a non-manager’s position must
be critical to the immediate daily operation of
the air traffic control system, direclly affect
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aviation safety, and involve physical or mental
strain or hardship.

0713 PERSONNEL ON LONG TERM FULL-

TIME TRAINING

071301. General. Long term full-time training
is defined as a training period of 120 consecutive
workdays or more (5 US.C, Chapter 41) (refer-
ence (b)) (5 C.F.R, Part 410) (reference (I)). Em-
ployees on long term full-ime training arc
authorized payment of salary.

071302. Leave. Leave is reported via the time
and attendance reporting mechanism and is
administered as follows:

A. Annual Leave. Personne! on long
term fuil-time training shall continue to accrue
annual leave. Ordinarily, an employee will be
charged with annual leave during school vaca-
tion periods which fall on Government work-
days, unless he or she returns to the work site or
has made documented arrangements with nis or
her DoD point of contact to be actively involved
in academic work, These docuraented arrange-
ments should be accomplished well in advance
of the vacation periods. Annual leave charges
are reported to the civilian payroll office on the
employee’s time and attendance report.

B. Sick lLeave. Personnel on long
term fuli-time training shall continue to accruc
sick leave. Sick leave should be charged when
the person is unable to attend classes due to
iliness, Such sick leave charges are reported to
the civilian payroll office on the employee’s time
and attendance report,

0714 EMERGENCY MEDICAL TECHNI-
CIANS (EMT)

071401. Tour_of Duty, EMTs work a special
tour of duty of 24 hours on and 48 hours off.
Schedules and changes to tours of duty for EMTs
working irregular tours must be on file in the
employing activity/timekeeper site. Eating and
sleeping time must also be documented. The
hourly rate is multiplied by 40 hours, and the
base pay and premium pay is based on this
weekly rate regardless of the hours in the sched-
uled tour of duty for that week.

071402. Eating and Sleeping. Adequate sleep-
ing facilities must be provided for employees in
order to oxciude sleep time in calculating pay
entiticments,  1If an employee cannot get an
aggregate of 5 hours of sleep because of employ-
ing activity-initiated interruption, the entire sleep
period is considered actual work time. For all 24
hour shifts, the two-thirds rule shall apply. This
means that uniess actual eating and sleeping
time of less than 8 hours is documented on the
employec’s time and attendance report, 8 hours
shall be deducted from scheduled hours to
determine actual hours worked. When an
employee takes 24 hours of leave, 8 hours of
eating and sleeping time for that employee are
deducted from actual hours of work under
FLSA. Eating and sleeping time for days of
partial leave must be docurnented on the time
and attendance report so that actual hours of
work are shown. Eating and sleeping time
scheduled during leave periods shall be added to
total cating and sleeping time so that total hours
of actual work and total hours of eating and
sleeping time will be shown. If an employee
works an additional 24-hour overtime shift, 8
hours of eating 1d sleeping time are deducted
unless otherwise documented as worked. If the
overtime shift is less than 24 hours, no cating
and sleeping time is deducted.

071403. Leave and Overtime. If leave js taken
during a workweek, leave hours are included as
actual hours worked under FLSA. However,
actual hours shall not include scheduled eating
and sleeping time for a 24-hour shift or docu-
mented ~ating and sleeping time for partial days
of leave. Overtime computations are based on
40 hours per weck instead of 80 hours per
biweekly pay period.

071404. Yremium _Pay. The amount of the
premium pay for the irregular tour of duty shall
be determiaed by the civilian personnel office
and reported on the SF 50. EMTs who are
emipioyed as intermitients are not entitled to
premium pay on an annual basis, nor are they
entitied to paid leave. They are paid under
regular overtime rules.

071405. Refer to FPM Letters 551-1, 551-14,
551-22, and 551-24 (reference (q)) for further
guidance. .
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0715 LAW JUDGES

071501, Administrative Law Judges

A.  Authority. Under 5 US.C, 3105
(reference (b)), the DoD appoints as many ad-
ministrative law judges as are necessary for
proceedings required to be conducted in accor-
dance with 5 U.5.C, 556 and 557 (reference (b)).
Administrative law judges are assigned to cascs
in rotation so far as practicable. These employ-
ees may not perform dutics inconsistent with
their duties and responsibilities as administrative
law judges.

B. Pay for Administrative Law Judg-
es, Section 5372 of 5 U.S.C. (reference (b)) estab-
lished the administrative law judge pay system.
The minimum rate for administrative law judge
positions is set at 65 percent of Level 1V of the
Exccutive Schedule and the maximum rate is set
at 100 percent of Level IV of the Executive
Schedule. The administrative law judge posi-
tions are (luwest to highest) AL-3, Rate A; AL-3,
Rate B; AL-3, Rate C; AL-3, Rate 1J; AL-3, Rate E;
AL-3, Rate F; AL-2; and AL-1.

J71502,  U.S. Court of Military Appeals Judges,
The U.S. Court of Military Appeals is established
under Article I of the United States Constitution,
and 10 U.S.C. 941 through 946 (reference (ba)).
The judges of the court are appointed by the
President of the United States with the advice
and consent of the United States Senate for a
term of 15 years. The court consists of five
judges. The court is located for administrative
purposes in the DoD, The judges are employees
as defined under 5 C.F.R. Part 213 (reference (1)).
They are not considered senior officials or ad-
ministrative law judges.  The salaries of the
judges are cqual to that of the judges of the
United States Courts of Appeals (that is, General
Schedule Salary Table, Schedule 7, Judicial
Salaries). The maximum annual salary is that of
Level I of the Executive Schedule.

A. Entiloments.  The judges are
entitled to regular base pay only. They are
excluded from the leave provisions by 5 US.C.
6301{2) (reference (b)), As Federal judges under
5 U.S.C. 5541(2)(i) (reference (b)), they are also
excluded from the provisions of premium pay
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under 5 U.S.C. Chapter 55, Subchapter V (refer-
ence (b)).

B. Deductions

1, Judges under CSRS are re-
quired to contribute 8 percent for retirement.
Judges under FERS have the same deduction rate
as other FERS employees. See the CSRS and
FERS Handbook tor Personnel and Payroll
Offices, Chapter 30 (reference (ac)).

2, The FEGLI for the judges is
based on Level 11 of the Executive Scheduie.

: 3. The judges are subject to the
Soctal Security /Medicare maximum salary
limitations.

4. Judges, upon becoming
cligible for retirement, may, undcr the provisions
of 10 U.5.C. 945(i) (reference (ba)), elect to retire
either under CSRS or FERS (if they otherwise
meet the conditions of those systems) or to
receive a retirement annuity under 10 US.C.
Article 145 (reference (ba)).

0716 AUXILIARY CHAPLAINS

071601.  General. Civilian clergy may be as-
signed to perform essential religious services of
the chapel program that are beyond the staffing
capabilitics of the Armed Forces chaplains.
These auxiliary chaplains normally perform their
services on military installations, except for
emergency ministrations.  To serve as auxiliary
chaplains, civilian clergy must be ordained or
accredited by a faith group the Armed Forces
Chaplain Board recognizes. They must meet
those additional qualifications required by the
Armed Forces.

071602. Appointing and  Paying  Auxiliary

Chaplains

A. Auxiliary chaplains may be ap-
puinted by the dvilian personnel office on a
"when actually employed” basis. They are paid
on a fee basis from the employing activity’s
appropriated funds for civilian personnel (such
as Operation and Maintenance funds).  The
civilian personnel officc may appoint such
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chaplains under the avthority of 5 C.F.R. Part
N 213 (reference (1)).

B. Additionally, the installation
contracting office may obtain auxiliary chaplain
services under non-personal services contracts.
Auxiliary chaplains placed on a non-personal
services contract are not paid through the civil-
ian payroll system. They are paid through
commercial accounts.

C.  Work Schedules. Auxiliary chap-
lains employed on a "when actually employed”
basis have no work schedule, They are paid for
religious services performed.

D. Absence and Leave. There is no
entitlement for leave,

E.  Enlitlements. The pay scale tor
auxiltary chaplains is determined by the employ-
ing activity’s civilian personnel office. Because
chaplains are excluded from the definition of a
GS employee in 5 US.C, 5102 (reference (b)),
they are also excluded from the entitlement to
interim  geographic adjustments, Social Securi-
ty/Medicare taxes and Federal income tax witl-
holding are made in accordance with the tax
documents filed by the chaplain, Social Securi-
ty/Medicare taxes and Federal income tax with-
holding do not apply to chaplains under non-

14 .
personal service contracts.
»
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CHAPTER 08

UNDERPAYMENTS AND INDEBTEDNESS

0801 UNDERPAYMENTS

(%0101, Salary underpayments . to  civilian
employees or former employees resulting from
errors (such as in computing the Federal with-
holding tax, retiremerit deductions, Social Securi-
ty /Medicare tax, rate of pay, or in reporting time
and attendance) may be corrected by increasing
or decreasing the pay factors affected on the first
payroll prepared after the error is discovered.
Salary payments to civilian employees shall be
made in accordance with the time and atten-
dance reported and certified by the employee’s
supervisor. Time and attendance reported which
is les¢ than an employee’s normal work schedule
shall be presumed to accurately weflect hours of
work and nonwork.  Employees or former
employees who believe they have not been
credited with pay due them may follow the
claims procedures prescribed in section 0604,

OB0102.  Special Payments, Salary underpay-
menls to civilian employees may be corrected by
making special payments to employees, that is,
payments to employees other than through
rormal payroll procuessing,

A, The primary guideline for making
a special payment (for an underpayment) is that
the employee must have received less than 90
pereent of his or her regular biweekly pay and
allowances. Special payments shall be made for
the following reasons:’

[.  Beneficiary payments, upon
request.

2. Employees who ave errone-
ously omitted from the payroll,

3. Employees who are paid for
less than Y0 percent of their regular biweekly
pay and allowances, when a special payment is
requested by the commanding officer/ director of
their employing activity.

4. Employces who are placed in
an LWOP status for payroll processing, and
subsequently substitute advanced leave, annual
or sick, and/or donated leave upon certification,
The commanding officer/director, after review-
ing each case for hardship, may request a special
payment for employees provided the 90 percent
guideline has been met.,

B.  Requests for partial payment of
salary before the regular payday shall not be
honored.

C. OGpecial payments for overtime
worked but not reported and, therefore, not paid
in the corresponding pay period shall not be
allowed.

D, Employcees shall receive payment
depending upon the normal distritution of their
net pay. An EFT submission shall be sent to the
employee’s financial institution or a hard copy
check shall be express mailed to the employee at
his or her address of record. Paymient shall be
released by the close of business the following
work day after the documentation required to
substantiate payment has been received by the
civilian payroll office. Payments to beneficiaries
shall be made via hard copy check and mailed to
the address af record. The {ollowing documen-
tation is required o substandjate payvment:

I, Bendficiaries may request a
special payment by sending a letier, to the
civilian payroll office, stating that payment is
needed o defray expenses. The special payme:t
shall be issued providing the civilian payroll
office has received all the documentation to
support the claim fromn the civilisn personnel
office,  The civilian payroll office forwards a
payment voucher and beneficiary s request to the
dishursing, office for payment,

2. Foranindividual erroncously
omitted from the payroll, an SF 50 verifying the
individual’s employment and the supervisor’s
request, cerlifying the number of hovs the
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employee worked together with source docu-
ments to support deductions, are needed to
support payment.

3. For employees paid for less
than 90 percent of their regular biweekly pay
and allowances, a copy of the time and atten-
darce report or corrected time and attendance
report, and a request by the commanding offi-
cer/director are required to support payments.

4. For employees placed ir a
LWOP status and who mect the primary 90
percent guideling, time and attendance certifiers
will provide corrected time and attendance
reports and the commanding officer’s request to
the dvilian payroll office to support payments,

K. DFAS civilian payroll offices shall
use DD Form 592 as a pross-to-net voucher for
special payments,

I Compulation of Special Paymoents,
Special payments shall be computed using the
gross-lo-net method.  Gross-to-net payments
represent the gross entitlements due the employ-
ce less any required deductions and withhold-
ings, Deductions and withholdings nuy be for
retirement (CSRS and FERS); Social Security and
Medicare; Federal tax; health benefils premiums;
group life insurance premiums (basic and op-
tional); State tax; city or local tax; TS VAl loan
repayment; indebledness; military service credit
deposits; and garnishments,  Deductions and
withholding amounts and the applicable appro-
priations shall be annotated on the payment
vaucher for divect dishursement, The following,
procedures are applicable for pross-to-net special
payment processing:

L No pay received. The em-
poyee shall be paid gross eatitfemoents less
applicable deductions and withholdings listed in
subparagraph 080102.F, There shall noi be any
deductions for voluntary allotments and savings
bonds.  The employee is responsible for any
existing voluntary allotments. Al deductions
and withholdings shall resume the following pay
cycle, including voluntary allotments and sav-
ings bonds.
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2. Less than 90 percent of regu-
lar biweekly pay and allowances received, The
employee is entitled to the difference between
what was paid and what should have been paid.
The civilian payroll office shall deduct additional
amounts for applicable items listed in subpara-
graph 0BO102.F. unless previous payroll process-
ing has satisfied the deductions, The employee
shal! be responsible for any existing voluntary
allotments that were not deducted during previ-
ous processing.  All deductions and withhold-
ings shall resume the following pay cycle.

3. Final special payment, Em-
ployees who recejved their final pay as a special
paynwnt should be paid gross entitlements less
all required deductions and  withholdings of
ilems listed in subparagraph 080102, K. Addition-
ally, the employee may receive a payment for
acarued savings bond balances for which bonds
have not been issued. The employee is responsi-
ble for voluntary allotments.  The employee’s
linal pay is subject to withholdings to liquidate
any unsatisfied Government indebtedness, '

4. Drocessing of special pay-
ments made after the last regular pay period of
the pay year, bul before the end of the calendar
yoear

a. bederal, State, and local
laxes, Social Security, and Medicare withheld
from special payments nade afier the last regu-
Loy pay date, but before the end of the calendar
year, shall be forwarded to the applicable offices
as soon as possible after the end of the year.
{Nole: When compuding or making deductions
for Sodial Security, the divilian payroll office
shall ensure the employee has not reached
maninium withholdings for the year) i the
Form 8109, "Iederal Tax Deposit Coupon,” for
the fast regular payroll has not been forwarded,
the civiliun payroll office shall increase the
voucher amounts for the special payments and
the withholdings, If Form 8109 has alieady been
submitted, the civilian payroll office shall use
another voucher 1o report the special payments
and (he withholdings. I the Forms W-2 have
nut been printed, the civilian payroli office shall
process updates 1o ensure special payments are
included in the history totals for subsequent
Form W22 printing, ) Forms W-2 have been
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printed, the civilian payroli office shouid issue
Forms W-2c.

b. Process an SF 1081,
"Voucher ard Schedule of Withdrawals and
Credits," to correct an employee’s CSRS or FERS
retirement deductions withheld from a special
payment. Input the SF 1081 during the ne . pay
cyele to correct both the prior year-to-date and
cumulative retirement deductions and the cur-
rent year opening balance.

¢ Special payments for TSP
participants are subject to TSP deductions pro-
vided the employee has not reached the maxi-
mum deduction or contribution level established
by law. TSP deductions withheld from special
payments after the last regular pay date in the
pay year, but before the end of the calendar
year, shall be combined with the next pay cycle
for reporting and submission to NFC.

G.  Since a special payment is an off-
line process and employees do not receive a
regular LES, the civilian payroll office shall
provide information to the employee of the
effects of the special payment.

H. Taxation of Retroactive Payments

1. Time And Attendance.  All
time and attendance retroactive transections shall
be taxed using the current W-4 rate,  Combine
the retroactive wages with the szages from the
last pay period prior to the current to delermine
the basis to recompute tax withholdings. Recom.-
pute the taxes and determine the retroactive tax
withholdings bv subtracting the taxes withheld
during the last pay period from the recomputed
taxes,

2, Retroactive Wage Increases,
Retroactive wage increases shall be considered as
supplemental wages and taxed at the flat 28
percent rate if taxes were withheld from regular
wages during the last preceding payroll period
in which wages were paid within the same
calendar year, If taxes were not withheld from
those regular wages, the current W-4 rate should
be used,
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3. Supplemental Payments
(Awards, Lump-Sum Leave, Scparation Pay
Incentives).  Supplemental payments shall be
taxed at the flat withholding rate of 28 percent if
taxes were withheld from regular wages during
the last preceding payroll period in which wages
were paid within the same calendar year. If
taxes were not withheld from those wages, the
current W-4 rate should be used.

0802 INDEBTEDNESS

080201,  General

A. The Dol shall promptly collect
indebledness due the United States in accordance
wilh the Debt Collection Act of 1982, P.L. 97-365,
as amended (reference (e)), the Federal Claims
Collection Standards, 4 C.FR. Parts 101-105
(reference (b)), 5 C.ER. Parts 179 and 550
(Subpart K) (reference (1)), and oD Directive
7045.13 (reference (v)). Volume 5 of this Regula-
tion should also be consulted regarding indebt-
edness and debt collection, There are four ways
to colleet debts owed to the United Stales by
civilian vmployees:

1. The employee consents to pay
ot permits withhold.ng from pay;

2. The Government  collects
involuntarily from the employee’s current salary
or pay where authorized by statute;

3. The Government  collects
involantarily by offset from any other amounts
payable (o the employee by the Government
whien authorized by statute; or

4. The Government files suit in
court against the employee,

B.  When specific statutory authority
exists for the collection of a particular debt, the
provisions of that statute and its implementing
regulations must be used in determining the
applicable collection procedures (64 Comp. Gen,
142 (1984)) (reference (p)). When a more specific
statule that auihorizes collection in a particalar
case does not exist, the collection authority of
either 5 U.5.C. 5514 (reference (b)) for offset from
current pay or 31 US.C. 3716 (reference (d)) for

g
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offset from other amounts due, as appropriate, is
used to collect debts to the United States.

1. Scction 5514 of 5 US.C
(refesence (b)) authorizes collection from those
civilian employees who are indebted to the
United States. Generally, the amount deducted
may not exceed 15 percent of dispasable pay (as
defined in subparagraph 080307.8.2.) unless the
employcee provides written consent that a greater
percentage may be deducted.  The employee
must be provided an opportunity for a hearing,
in addition (o other due process requirements,
before offset is initiated.  See section 0803 for
processing collections under this statute,

2, Section 3716 of 31 US.C.
(reference (d)) authorizes collection of debts from
tinal pay and lump-sum leave payments of
civilian employees.  This statute is, in effect, a
catchall provision that applies only when there
is no other offset statute available. There is no
limit on the maximum rate of collection under
this statute, and all money payable 1o a person
by the Government is subject to offset.  See
paragraph (80309, for processing  collections
under this statute.

C. Under 4 CER. 123(b)(5) (refer-
ence (bb)), salary or administrative amounts pay-
able to employees will be involuntarily offset
before initiation of, or at any time during, due
process procedures if failure to take the offsel
wuould substantially prejudice the civilian payroll
office’s ability 1o colleet the debt; time before
paymert must be made does not reasonably
permit completion of the provedures; and such
prior offset is promptly followed by due process
procedures.,

1D, When an employee owes more
than one debt to the United States, deductions
currently being made shall normally continue
until the debt is paid.  However, the civilian
payroll office shall change the priority of the
deductions when necessary to ensure maximum
amounts are collected before any statute of
limitations expires. Debts owed by employcees to
more than one Dold Component or Federal
agency shall be collected in the following priori-
ty sequence:

1. Debts to the
ewploying agency or department.

employee’s
2. Debts to other DoD Compo-
nents.

3. Debts to other Federal agen-

cies.

080202, Overpayments of Pay and Allowances

A.  Overpayments fo employees result
from such causes as errors in computing Federal
withholding, tax, CSRS or FERS deductions, or
Social Security and/or Medicare deductions,
improper rates of pay, errors in reporting time
worked, and crroneously accrued annual leave.
These may be discovered both inside and outside
the civiliun payroll office. The head of cach DoD
civilian payroll activity has the overall responsi-
bility for ensuring that all overpayments are
recovered from the recipients or that other
appropriate disposition, such as waiver of the
indebtedness, is accomplished, He or she is also
responsible for ensuring that employees are
afforded all legal rights relative to the indebted-
ness arising from overpayments. These responsi-
bilitics may be delegated to another appropriate
otficial.

B, The following debts are notautho-
rized as payroll deductions:

1. Collection of debts to private
creditors, except as authorized by DL, 103-94,
“Hatch Act Reform Amendments of 1993" (refer-
ence (e)).

2, Contributions to  charities,
except as authorized in subparagraph 041402.],

3. Payment of insurance premi-
ums, except as authorized in subparagraphs
041402.C. and D, international agreements, or
arrangements with foreign Governments,

4. Tayment of dues to civig,
fraternal, er other organizations, except as autho-
rized in subparagraph 041402.1,

5. Collection of state and lo-
cal/city tax indebtedness.
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6. Collection of debts owed to
NAF instrumentalities.

0803 RECOVERY OF OVERI’AYMENTS OF
PAY AND ALLOWANCES FROM CURRENT
DoD EMPLOYEES

080301, General.  The authority to collect
overpayments of pay and allowances resulting
from civilian payroll operations by salary offset
is 5 U.S.C. 5514 (reference (b)), The civilian pay-
roll office:

A. Computes the amount of the
overpayment, :

B. Notifies the civilian personnel
office immediately if corrective personnel action
is required. Continued payments of erroneous
pay and allowances shall not be authorized.

C.  Provides the employee due pro-
cess before collecting an overpayment of pay and
allowances paid by the civilian payroll office.

D. Corredts the employee’s records
when appropriate.

080302, Debts for Health Benefits or Life Insur-

ance_Coverage

A, if an employee elects coverage or
changes coverage in a Federal benefits program
(e, the FEHB or FEGLI program), and the
amount to be collected accumulated over 4 pay
periods or less, then under 5 C.F.R. 550.1104(c)
(reference (1)) all deductions pertaining to the
period of coverage may be made without the
necessity of affording the employee full due
process (written notification, opportunity for a
hearing, ete.) under 5 U.S.C. 5514 (reference (b)),
In such cases the civilian payroll office notifies
the employee eithee concurrent with or in ad-
vance of the actua) collection, that becanuse of the
employee’s election, future salary shall be re-
duced to cover the period between the effective
date of the election and the first regular with-
holding, and that the employee may dispule the
amount of the retroactive collection by notifying
the civilian payroll office for resolution of the
dispute. The requirement for notification may be
met by an appropriate notice on the LES,

B. The Federal Employees Health
Benefits Handbook for Personnel and Payroll
Offices (reference (h)) states that a reasonable
installment rate to liquidate the debt should not
be set above 25% of the employee’s net pay
unless the employee requests a higher rate, or
the expected period of continued employment is
such that a higher rate is needed to complete
recovery in the time available. 1f processing
delays exceed 4 pay perioas, full due process
proced ures prescribed under 5 U.S.C. 5514 (refer-
ence (b)) shall be extended to the enploycee as
outlined in section 0803, The Federal Employees
Health Benefits Handbouok for Personnel and
Payroll Offices (reference (h)) contains the proce-
dures pertaining to debts arising from the pay-
ment of health benefit premiums for periods of
nonpay status or when salary is insufficient to
cover the required premiums,

080303,  Nolification

A.  Under the provisions of 5 CER,
550.1104 (reference (1), the civilian payroll office ’
or the official responsible for collection of the
debt shall issue an appropriate written demand
for voluntary lump-sum payment. The demand
letter shall be issued as soon as possible follow-
ing the discovery of the overpaynent, and shall
request that the payment be made within 30
days from the date of the letter, Debts not paid
by the date specified in the demand letter are
delinquent unless other satisfactory payment
arrangements have been made by that date, or if
ar any time later, the employee fails to satisfy
abligations under a repayment agreement. Only
one wrilten demand is required.  The civilian
payroll office or the official responsible for
collection of the debt must be able to demon-
strate that the employee has received the de-
mand letter.  Therefore, if hand delivery and
execution of a receipl is not practical, a certified
or registered notice with return receipt requested
should be used.  Care must be exercised to
ensure that the lelter is either mailed or hand
delivered on the same day it is dated. When
employees are given time limits to reply to
civilian payroll office correspondence, 15 addi-
tional days will be allowed if the correspondence
must go through non-U.5. mail systems.  See
Figure 8-1 for a copy of the demand letter and
Figure 8-2 for a sample voluntary repayment
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agreement, The letter must contain the following
information:

1. A complete statement of facts
showing the origin and amount of +he debt and
the basis on which the determination of indebt-
vdness wae =nade;

2. A request that ihe debt be
repaid by check or money order within 20 days
of notification;

3. The intention to collect the
debt by means of payroll deductions if payment
is not received within 30 days;

4, The amount, frequency, pro-
posed beginning date, and duration of the de-
ductions;

5. Anexplanation of policy con-
cerning interest, penalties, and administrative
wsts, including a statement that such assess-
moents must be made unless excused per the
Federal Claims Collection Standards;

6.  The employee’s and  the
employec’s representative’s mights to inspect and
copy Government records relating to the debt or
to request a copy of such records within 10 days
from recoipt of this letter;

7. The uopportunity for the
employee to estabiish a schedule for the volun-
tary repaynwnt of the debl or to enter into a
written agreement to establish a schedule for
repayment of the debt in licu of offset;

8. A statement that if the em-
ployee has any question resarding the indebted-
ness the employee may ask for and receive an
explanation from  the - civilian  payroll office.
Also, a statement advising that if the employee
wishes to contest the indebtedness (request a
reconsideration), the employee may do so by
submitting a written statement to that cffect
within 15 calendar days of the date of the notifi-
cation. This right of reconsideration is separate
from, and may be used in addition io, the right
to request ¢ hearing discussed in paragrapi
()H()J(‘)S.;

9. A stateraent regarding the
employee’s opportunity for a hearing on the
determination concerning the existence, or the
amount, of the debt; or when a repayment
schedule is established other than by written
agreement, a hearing concerning the terms of the
repayment schedule. Also advise that a requoest
for a hearing on either the existence of the debt,
the amount of the debt, or the repayment sched-
ule must be made in writing within 30 days of
the receipt of the notice of indebtedness o
within 45 days after the receipt of the records
refating to the debt, if such records are requested
by the employee;

10, Notice if a hearing *s given,
the righi to reccive a writlen decision from the
official holding the hearing within 60 days after
the filing of the petition unless the eaployce
requests and the hearing official grants a delay
in the proceedings;

11, The fact that the timely filing
of a petition for a hearing shall stay the begin-
ning of eollection proceedings, and that interest
and penalty charges shall not accrue during the
period from the timiely filing of a petition for a
hearing, until issuance of the hearing official’s
decision;

12. The fact that any knowingly
false or frivolous stalements, representations, or
evidence may subject the employee to:

a.  Disciplinary procedures
appropriate under 5 U.S.C. Chapter 75 {reference
(byy; 5 C.IR. 752 (rcference (I)), or any other
applicable statutes or regulations;

b.  Penaltics under the False
Claims Act, 31 US.C, 3729-3733 (reference (d)),
or ary other applicable statutory authority; or

¢ Criminal penalties under
18 U.S.C. 286, 287, 1001, and 1002 (reference (be))
or any other applicable statutory authority;

13, A statement that the employ-
ee may request a waiver of the overpayment of
pay in accordance with 5 U.5.C, 5584 (reference
(b)) (see paragraph 080306.);
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14. The fact that amounts paid or
deducted for the debt that are later waived or
found not to be owed to the United States shall
be refunded promptly to the employee upor the
employee’s request; and

15. The specific address to which
all correspondence shall be directed regarding
the debt,

B.  The civilian payroll office is en-
couraged to notify an employee informnlly by
telephone of an overpayment of $100 or less. If
an employee agrees with repayment of the
overpayment, the civilian payroll office forwards
a veluntary repayment agreement (sce Figure 8-
2) for the employee to complete and return,
After receiving the signed voluntary mpayment
sgreement, the civilian payroll office shail begin
collecting the indebtedness as indicated on the
agreement. If requested by the employee, and
agreed to by the dvilian payroll office, the
remittance can be deferred for up to 2 pay
periods and the agreement adjusted accordingly.
If, for any reason, the civilian payroll office dous
not receive payment or a signed  voluntary
repayment agreement, the civilian payroll office
prepares the formal written notification pre-
seribed by subparagraph 0B0303.A,

080304,  Inquiries_and Reconsiderations

A. The civilian payroll office must
respond courteously and factually to any ques-
tions raised by the employee as a reselt of the
employee’s receipt of the demand letter, Copies
of relevant documents requested by the employ-
ce must be furnished, The civilian payroll office
must be prepared to respond not only to inqui-
ries regarding pay and leave entitlements, but
also to inquirics regarding the nature of the
employee’s rights and how o exercise these
rights. Although the submission by the employ-
ee of a written statemeni contesting the debt
does ot abrogate the employec’s right to a
heoring, all reasonable efforts shall be made o
satisfy an employee’s doubts regarding  the
amount or validity of the debt within the civilian
payroll office’s own resources, thus precluding
the need for a hearing in most instances.  If the
employee request onsideration of the deby,

the request shall be made within 15 days of
receipt of the demand letter.

B. If the employer does submit a
written slateinent contesting, the debt, the civilian
payroll office shall respond in writing, stating its
conclusion in a clear manner. Such determina-
tions are to be delivered to 1!« employee within
15 days of receipt of the employee’s letter.  If
additional time is needed to investigate the issue,
the employee shall be advised of the delay inan
interim response. This resporise shall also pre-
vide an cstimate of when a final determination
can be expected.  If the civilian payroll office
concurs with the eimployee’s position, the letter
shall so inform the employee.

C. If the civilian payroll office’s
drterminaiion reaffirms the empioyee’s indebted-
ness, Leen the written response shall again advise
the employee of the employed’s right either to
petiticn foir a hearing or to request a waiver.
The time period for requesting a hearing (nor-
mally 30 days from notification) shall be extend-
ed by the time elapsed between the employee’s
writien request for  reconsideration and  the
civilian payroll office’s response.  For example,
if the employee seeks reconsideration of the debt
on the 12th day following receipt of the rolifica-
tion and the civilian payroll office reaffirmed the
indebtednuss eight days later. the letter reaffirm-
ing the debt shall advise that a hearing request
must be received within 18 days following the
reaffirmation.

080305, Hearings., Hearings are a due process
requirement of 5 US.C. 5514 (reference (b))
which must be afforded employees before their
current salary can be involuntarily offsetl to
collect an indebtedness to the V.S, Goverament.
An exceplion to this is collection for debts for
health benefits or life insurance coverage as
discussed in paragraph 080302, Employees may
petition for a hearing to contest the following
items: (1) The existence of the debty (2) The
debt amount; and (3) The amount of an wwvolun-
tary offset schedule. If an employee wants a
hearing concerning the existence or amount of
the debt or the proposed offset schedule, the
employee must file a petition wiih the civilian
payroll office not later than 30 days from the
date the employee receives the notification of the
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intent to collect by salary offset or within 45
days after receipt of records, if such records
were requested by the employee. The
employec’s petition or statement shall identify
and explain with reasonable specificity and
brevity the facts and evidence that the employec
believes support his or her position.

A. General

1. All hearings arc arranged and
conducted in accordance with 4 C.F.R. 102.3(c)
(refurence (bb)) and Volume 5 of this Regulation.
Hearings for debts owed to DoD Components by
its employees should be held by eligible DoD
Components according to Volume 5, Table 30-1
of this Regulation, All requests for hearings
shall be processed by the DFAS-Indianapolis
Center. There are two basic types of hearings -
oral kearings and administrative hearings (writ-
ten submissions), If an employee petitions for a
hearing after the receipt of a demand letter, the
civiiian payroll office must determine whether
the employee is entitlled to an oral hearing or
whether ar sdministrative hearing comprised of
writien submissions is adequate, Unless specifi-
cally waived by the emplojyee, an oral hearing,
must be provided when:

a.  An applicable sratute
authmuizes or requires the agency to consider
waiver of the indebtedness involved, the em-
ployee requests waiver of the indebtedness and
the waiver determination is based onan issue of
credibility or veracity; or

b, The employee requests
reconsideration of the debt and the civilian
payroll office devides that the question of the
indebtedness cannot be resolved solely on ne-
view of the documentary evidence.

2. An oral hearing is not re-
quired if the particular indebtedness s of the
type that rarely invoives issues of credibility or
vericity, and the civiltan payroll office, with the
concurrence of the Office of General Counsel,
has determined that a review of the written
secord is generally adequate in such cases. An
employee who has petitioned for a hearing, but
under the above criteria is not entitled to an oral
nearing, shall be provided an administrative

224

hearing. The determinations of the hearing
regarding the existence or amount of the debt or
the terms of the offset schedule shall be made
based on written submissions by the employee
and the civilian payroll office. The timely filing
of a petition for a hearing will stay the beginning
of collection procedures until after the results of
the hearing have been rendered except as identi-
fied in subparagraph 080201.C.

B. Oral Hearings

1. Since dvilian payroll overpay-
ments seldom present issues of credibility or
veracity, the need for oral hearings under the
guidelines contained in subparagraph 080305.A.1,
will be extremely rare. When a civilian payroll
office has received a petition for an oral hearing,
and it is of the opinion, with the concurrence of
the Office of General Counsel, that an oral
hearing is required under the criteria in subpara-
graph 080305.A.1,, follow the guldance outlined
in Volume 5, Chapter 30 of this Regulation to
arrange for a hearing official, Once the identity
of the hearing official is determined, the civilian
payroll office shall be instructed to make specific
arrangemients with that official, to include pro-
viding a fund cite for travel expenses if neces-
sary.

2. In the case of oral hearings,
the civilian payroll office is responsible  for
informing the employee that, in addition to the
regquirements  contained  in - subparagraph
080305.C. for administrative hearings, the em-
ployee must also state in the petition the identity
of the witnesses that will be called to testify on
the employee’s behalf and  their anficipated
testimony. The divilian payroll office advises the
employee to also provide a copy of the records
the employee intends (o introduce at the hearing
if they differ from the ones provided by the
civilian payroll office. The civiliun payrolt office
also advises the employee of the requirement for
naming any person he or she wishes 10 be
represented by at the hearing,

3. The civilian payroll office is
responsible for notifying the employee of the
time, date, and Jocation of the hearing, To the
extent feasible, a location convenient for the
employee shall be selected. The employee will
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be responsible for paying his or her own travel
expenses. Civilian payroll office personnel will
represent the Government at the oral hearing,
and will maintain a summary record of the
hearing. In addition, the civilian payroll office
must advise both the hearing official and the
employee of any witnesses it plans to call and a
summary of its anticipated testimony. The
civilian payroll office will also provide the
employee and the hearing officer a copy of the
records in the agency’s possession relating to the
debt, no later than 15 days prior to the hearing,.

4. If an employee has been
granted an oral hearing, the employee may
waive that right in favor of a written submission.
Such an clection must be made in writing and
must be received by the civilian payroll office at
least 3 working days before the original hearing
date. If the employee fails to file a petition for a
hearing before the deadline date, fails to file the
required submissions, or fails to appear at a
scheduled hearing, the right to a hearing is
forfeited. "rhe employee may petition the hear-
ing official fo~a determination that the employee
had good cause for the failure to comply with
the established deadline date, If the employee
fails to appear at the hearing, then the employee
may petition the hearing official for a determina-
tion that the employee had good cause for
failure 10 appear at the hearing.  In cither in-
stance, the hearing official may then find that the
vmployee has not waived the right, and may
direct that a hearing be scheduled or resched-
uled.

C.  Administrative  Hearings. An
employee shall be advised to send his or her
petition for a hearing directly to the civilian
payioll office. A single document shall serve as
both the petition for a hearing and  the
employee’s complete, documented position as to
why the employee disagrees with the civilian
payroll office regarding the existence of the debt

3ot @aOAANRT O 1Y Q0K

or the amount of the debt. The precise contents

of the petition are described in attachment 1 of
Figure 8 1. There is no standardized format for
these petitions, The civilian payroll office shall
review all petitions. Petitions regarding crrone-
ous overpayment shall include the information
(in detail) as described by the checklist in Figure
8-3. If the civilian payroll office concurs with the

employce’s position, it will notify the employee
in writing of its concurrence, 1f, after consider-
ing the statement and supporting documentation,
the civilian payroll office reaffirms its previously
stated position, it will prepare a letter indicating
the reasons for its position. The letter, which
will include the employee’s petition as an enclo-
sure, shall be submitted to the location identified
in Volume 5, Table 30-1 of this Regulation. A
copy of the submission shall be sent to the em-
ployev.

D. Determination

1. The hearing official shall
provide a written decision within 60 days after
the filing of the petition on the merits of the
hearing that discusses the basic facts offered and
the hearing official’s findings and conclusions.
Both the civilian payroll office and the employee
shall receive a copy of the determination. If the
determination upholds the position of the civil-
ian payroll office, it shall recommence collection
action after sending the employee a letter which
states the following (see Figure 8-4 for a sample
of the required letter):

a. A brief statement of the
hearing officiel’s decision;

b. A request that the em-
ployee repay the debt in full within 15 calendar
days following the date of the fetter, authorize a
voluntary one-time offset to repay the debt, or
arrange an installment liquidation schedule with
the civilian payroll office;

. A statement that, unless
the employee informs the civilian payroll office
of his or her decision regarding the above op-
tions by the deadline indicated, a salary offset
shall begin with the pay period in which the
deadline expires, The letter shall be specific as
to the payday on which the offset shall occur;

d.  Theamount of the offset
and its estimated duration. This shall be equal
to the amount of the debt, or 15 percent of the
employee’s disposable pay, whichever is less;
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¢. A statement regarding
the assessment of interest, administrative expens-
¢s, and penalties;

f. A reminder of the
employee’s right to request waiver of the over-
payment,

2. If the hearing official’s deler-
mination upholds the employee’s position as to
the existence of the debt, the civilian payroll
office shall inform the employee that the debt is
no longer considered valid under 5§ U.S.C. 5514
(reference (b)), The hearing official’s decision is
final as to the issue of involuntary offset, but not
final as to the issue of whether the debt is owed.
If the hearing official reduces the amount of the
debt, the civiliun payroll office shall inform the
employee, and begin collection action for the
new amount by issuing a leHer that states this.

E. Plearings Versus Reconsiderations.
An employee who disputes the existence or
amount of a debt has a right to request reconsid-
eration and/or a hearing.  Since hearings are a
more formal and costly means of resolving these
disputes, every effort shall be made to use the
reconsideration right as an alternative to o
hearing. However, the empioyee has a statutory
right to a hearing and must be granted this right
whicther ur not the employee has attempted and
fuiled to seek reconsideration of the debt. See
paragraph OR0304. for a discussion onreconsider-
ations,

(80306,  Waivers of Erroneous Payments of 'ay
and Allowances

A.  General. Authority is provided by
5 U.S.C. 5584 (reference (b)) and 4 CER. Parts Y1
and 92 (reference (b)) for the waiver of claims
of the United States against a civilian employee
arising out of an erroncous payment of pay or
allowances made after June 30, 1960, The
Compirotier Geiwral of the Unidted Slales has
issued implementing standards authorizing the
head of an executive agency 1o waive such
claims in an amount aggregating not more than
$1500.  The Under Sccretary of  Defense
(Comptroller)  has  delegated  this  waiver
authority to the Director of DFAS by letter dated
January 29, 1992 (reference (bd)).  The DEAS

Dircctor has redelegated this authority to the
Directors of the DEAS Centers. See DEAS Regu-
lation Number 005 (reference (be)). The Defense
Dbt and Claims Management office of each
DFAS Center has been designated as a waiver
authority. Waiver authority has been delegated
to the Director of DoDEA for DoDEA employees
by DoD Directive 1342.20 (reference (bf)). Note:
Concurrent waiver authority exists with Compo-
nents under DoD Directive 7045.13 (reference

V)

1. Under4 CF.R Y15 (reference
(bb)), @ waivey may be granted only when the
collection wuuld be against equity and good
conscience and not in the best interests of the
United States, Generally, these criteria will be
met by a finding that the erroneous payment
vceurred through administrative evror and there
is no indication of fraud, misrepresentation,
fault, or lack of good faith by the employee or
any other person having an interest in obtaining,
a waiver of the caim,

2. Generally, o waiver is pre-
cluded when an employee or other person
having an interest in obtaining a waiver receives
a significant unexplained increase in pay or
allowances, or otherwise knows, or reasonably
should know, that un erroncons payment has
occurred, and {ails to make inguiries or bring the
maller to the attention of the appropriate offi-
cils, A waiver under {his standard depends
upon the facts existing, in cach particular case,
However, the Comptroticr General has long held
that a waiver shall not be granted if it appears
the employee had records (such as LESs) which,
if reviewed, would have indicated an overpay-
meny, and the employee {ailed L review such
documents for accuracy ov otherwise failed to
take corrective action, Such failure on the part
of the employee senders the employee partially
at fauit. See Comp, Gen, B-253969, November |,
1993 (reference (p)) and Comp. Gen, B-220405,

March 23, 7988 (ieference (p)).

3. Hronomic or financial consid -
erations play no role in the determination of a
waiver request,

4. Application for waiver must
b received by the Office oif the Comptroller

&)
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General or the DFAS Center concerned (normally
the civilian payroll office) within 3 years from
the date the erroneous payment was discovered.
Date of discovery, for the purposes of starting
the 3-year period is the date that an appropriate
official first determines that an vrroneous pay-
ment has been made.

5.  An emeployee must apply to
the employing agency for a refund of the
amount collected within 2 years following the
date of the waiver approval, See 5 U.S.C. 5584(c)
(reference (b)),

B.  Manner of Submission. Indebted
employees shall be notified of overpayments of
pay and allowances by the civilian payroll office.
A copy of the waiver request instructions shall
be included in the debt notification letter the
civilian payvoll office sends to the employec.
The submission of waiver requests must be
lirnited to cases in which all doubt regarding the
validity or amount of a debt has been resolved.
If an employee decides to apply {or a waiver, the
employee shall prepare an application for waiver
of erroncous payments and send it to the civilian
payroll office. The civilian payroll office shall
provide additional information as necessary,
attach copies of pertinent records, and forward
the complete package to the Defense Debt and
Claims Management office of the appropriate
DEAS Center.

C. Suspension of Collection, Collee-
tion of u debt should not be routinely suspended
pending waiver determination po 4 CFER,
104.2(¢)(2) (veference (bb)). The civilian payrol!
office shall delermine in cach case (per Comy..
Gen. Decision B-185466, August 19, 1970) (refer-
ence (p)) whether suspension of collection would
be appropriate based on the following criteria:

1. Waiver will probably  be
granted.

2. FErroneous paymoent can be
recovered if waiver is not granted.,

3. Collection of the debt would
cause undue hardship.

. Final Action

L]
L

1.  After the waiver approval
authority adjudicates the waiver, he or she will
notify the civilian payroll office that submitted
the waiver package. This notification authorizes
refund of a collection if a claim for refund is
included in the waijver application and refund is
due for an amount waived. The civilian payroll
office is responsible for processing refunds, If
the application for waiver did not include a
claim for refund, the civilian payroll office must
immediately inform the employee of the right to
make application for refund within 2 years
following the date of the waiver decision.

2. When informed of a waiver
denial and collection action has been suspended,
the civilian payroll office shall immediately
initiate further collection action.

£, Action By The Designated Waiver
Authorit

1.  General The designated
waiver authorities  reccive and review  each
request for waiver or application for refund and
the assodiated reports for claims; make a deter-
mination as to whether claims aggregaling not
more than $1500 will be waived cr whether a
claim in any amount will be denied; and notify
the invalved civilian payroll office of the deter-
mination.

2. Referral Of Claims,  The
designated waiver authorities shall refer the
following types of claims to the Comptroller
General/GAQ for decision:

a.  Requests for waiverand
requests for waiver and refund which indicate
favorable consideration, with an appropriate
report of circumstances, if the claim of the
United States is in an amount aggregating more
than $1500;

b, All doubtful cases;

c.  Claims, togother with the
reports of circumstances and recammendations,
from civilian payrcll offices for referral to the
Comptrolier General/GAO for litigation;
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d. Each case which is the
subject of an exception made by the Comptroller
General/GAQ in the dccounts of an accountable
officer,

080307. Coliections Under 5 U.S.C. 5514. The
procedures in this paragraph can apply at any
stage of the debt collection process. The employ-
ec may clect to repay the debt after receiving the
initial demand letter, after recciving a further
explanation of the debt from the civilian payroll
office, after a determination by a hearing official,
or after a decision on a request for waiver of the
overpayment. Repayment of the debt, subject to
refund, can also be accomplished while any of
the above actions are pending.

A. Voluntary Repayment

1. Cash Repayment. The term
‘cash repayment® encompasses payments by
personal check, money nrder, or other negotiable
instrument. The collection will be recorded ona
DD Form 1131, The accounting data shall in-
clude the appropriation or fund that funded the
overpayment.

2. Payroll Deductions

a.  One-Time Deduction. If
an employee wants to have the indebtedness
repaid voluntarily, the civilian payroll office
shall arrange for the employee to sign a complet-
ed agreement as shown in Figure 82, The
civilian payroll office shall retain the original
signed ageeement. If requosted by the employee,
and agreed to by the civillan payroil oftice, the
remittance can be deferred for up to 2 pay
periods and the agreement adjusted accordingly.
Also, a one-time deduction can be combined
with a cash payment as a means of liquidating
an indebtedness. For example, a $5(K) indebted-
nese can be liguidated by a cash payment of $200
and a one-time deduction of $300. If the one-
tirae deduction does not fully liguida' - the
deficit, the agreement should be adjusted appro-
priately.

b, Installment Deductions

(1) Emplayves  may
spread iheir repayments over more than 1 pay

period for other than minor indebtedness
amounts. Although employees are permitted to
make a series of cash payments at regularly
established intervals, the preferred method of
liquidation is by deductions each payday in the
same amount until the indebtedness is liquidat-
ed. Any amount remaining unpaid at the time
of separation or retirement will be collected from
final payments of any nature, such as final salary
payments, lump-sum !eave, and bonuses, The
employee consents to installment liquidation by
signing an agreement such as illustrated in
Figure 8-4. The civilian payroll office shall retain
the original signed agreement.

(2) In determining a
suitable repayment schedule, the civilian payroll
office is permitted a certain degree of discretion,
While the civilian payroll office’s primary con-
cern must always be to easure that the U.S
Government recovers the debt within the short-
est practical period of time, this consideration
must be influenced to some degree by the finan-
cial impact on the employee. The employee
should not be required to suffer undue depriva-
tion by having to repay the debt. On the other
hand, some degree of sacrifice should be expect-
ed, and the employee’s obligation to repay the
debt should be given equal status to other finan-
cial obligations that the employee may have
incurred. Gencrally, the debt should be at least
5 percent of the employee’s disposable pay
(defined in subparagraph 080307.B.2.) in order to
qualify for installment liquidation. Installment
payments will be at least $25 per pay period and
will be sufficient to liquidate the debt within 3
years.

B.  Involuntary Repayment

1. General,  Recovery of an
indebtedness by involuntary salary offset is
mserved for these instances in which the em-
ployee has failed cither to make a cash remit-
tance, authorize & voluntary one-time payroll
deduction, or enter into an agreement with the
civilian payroll office for irstaliment deductions,
Before executing an involuntary repayment, the
civilian payroll office must ensure that the
employe. has been given a written statement
required by paragraph 080303; and that the
employee cither failed to exercise the rights
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enumerated in the written statement, or having
exercised one or more of those rights, was still
determined to be indebted, and neither made a
cash remittance nor authorized voluntary with-
holdings from his or her pay. The civilian
payroll office shall ensure that such invoiuntary
offsets, when warranted by the above circum-
stances, are initiated in time to be reflected in the
pay for the pay period designated in the.demand
letter. When practical, the employee shall be
notified on the LES that the offset action has
been taken.

2. Disposable Pay. All involun-
tary offsets under 5 C.F.R. 550.1103 (reference (1))

and 5 U.S.C. 5514 (reference (b)) are limited to a
maximum of 15 percent of the employee’s dis-
posable pay. Involuntary offsets shall normally
be established at this maximum rate. Disposable
pay is defined as that part of current pay re-
maining after the deduction from those carnings
of any amount required by law to be withheld.
See 5 C.F.R. 581.105 (reference (1)). Disposable
pay is computed by making the following de
ductions:

a.  Amounts withheld for
Federal, State, or local income tax purposes, if
the withholding of the amounts is authorized or
required by law and if the amounts withheld are
not greater than would be the case if the individ-
ual claimed all dependents as defined in the
Federal, State, and local tax codes, to which
entitled. For compuiing disposable pay, no
additonal Federal tax amounts shall be deducted
unless the employee presents evidence of a tax
obligation supporting the additional deduction;

b,  Amounts withheld for
Social Security and Med care taxes;

¢.  Amounts deducted as
health insurance premiums;

d. Amounts deducted as
normal retivement contributions (CSRS, FERS,
and NAF retivement) including TSP contribu-
tions. Amounts voluntarily contributed toward
additional civil service annuity benefits are not
included as normal retirement contributions; and

e.  Amounts deducted as
health insurance and normal life insurance
premiums from salary. This includes amounts
deducted for basic FEGLI; however, all optional
FEGLI premiums are not considered normal life
insurance premiums.

3. Amounts  Not Deductible
When Determining Disposable Pay. The follow-
ing amounts are not deductible when determin-
ing disposable pay:

a. Existing debts being col-
Jected for a DoD Component or other Federal
agency including late payment charges.

L. Court-ordered garnish-
ments.

¢.  Court judgments.

d. Court-ordered bank-
ruptcy payments under chapter 13 of the Revised
Bankruptey Act (reference (e)).

¢, Voluntary allotments for
child support.
Union dues deductions.

[ad]

g. Charity deductions.

h.  Savings bonds deduc-
tions.

i.  Federal tax levies from
IRS.

i Savings allotments.
k. TSP loans.
1. Military Service Meposits,

4. Extreme Financial Hardship.
An empioyee who does not coniest the existence
or amount of the debt may assert that the maxi-
mum allowable rate of involuntary offset (15
percent of di posable pay) imposes extreme
financial hardship. $+oivan assertion can also be
raised when the employee has petitioned for a
hearing under the provisicns of paragraph
080305., and the hearing vificiai has affirmed the
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existence or amou : of the debt. In either case,
the civilian payroll office shall attempti to estab-
lish a satisfactory voluntary repayment schedule
in accordance with subparagraph
080307.A.2.b.(2). Alternatively, although the
employee may decline to sign a voluntary con-
sent to offsct, the two partics may agree to a
reasonable rate of involuntary offset that is less
than the maximum rate specified by this sub-
paragraph. Occasionally, the employee and the
civilian payroll office may be unable to agree on
whether an involuntary offset produces extreme
personal hardship. In making such a determina-
tion, the civilian payroll office shall use the
following standards: '

a.  An offset produces an
extreme financial hardship for an employec if the
offset prevents the employee from meeting the
costs necessarily incurred for essential subsis-
{enee expenses of the employee and the emyploy-
ee’s spouse and dependents. These essential
subsistence expenses include costs incurred for

. food, housing, necessary public atilities, clothing,

transportation, and medical capy;

b.  In determining whether
the offset would prevent the employee from
meeting  the  essential  subsistence  expenses
described above, the civilian payroll office shall
consider the following:

(1)  The income from all
sources of the employee, the employee’s spouse,
and dependents;

(2) The extent to which
the assets of the employee and the employee’s
spouse and dependents ase availabie to meet the
offsct and the essential subsistence expenses;

(3) Whether these
essential subsistence expenses have been mini-
mized to the greatest extent possible;

(4) The extent to which
the emplovee or the employee’s spouse can
borrow money to meet the offset and other
essental expenses; and

(5} Theextent to which
the employee and the employee’s sp - se and

dependents have other exceptional expenses that
shculd be taken into account and whether these
expenses have been minimized.

5.  Employee  Documentation.
After applying the above set of criteria, the
civilian payroll office »hall explain its reasoning
to the employce. If the employee still contends
that the rate of offset advocated by the civilian
payroll office would produce an extreme finan-
cial hardship, the employee shall be instructed to
provide the following items:

a. A petition for a hearing
{see paragraph 080305.). The employee must file
the petition no later than 30 days from the date
the demand letter is received that contains the
intent to collect by salary offset. If the employee
requests copies of the records relating to the
debt, then the employee has within 45 days after
receipt of such records to file the petition for a
hearing;

b. A proposed alternative
offset schedule  with  supporting  documents
showing why the civilian payroll office’s sched-
ule would produce an extreme financial hardship
for the employee.  The supporting documents
shall include specific details concerning income
and expenses of the employee, the employed’s
spouse, and dependents for | year preceding the
initial derand letter; and projected income and
expenses during the repayment period proposed
by the civilian payroll office;

¢ A copy of the records the
employee intends to introduce at a hearing; and

d. In the case of oral hear-
ings, a list of witnesses the employee intends to
call and a surmunary of their anticipated testimo-
ny.

6. Civilian_Payroll Office Re-
sponse to Documentation. Upon receipt of the
documentaiion in subparagraphs 080307.8.4. or
(B0307.B.5., the civilian payroll office may clect
‘o accept the alternative amount proposed by the
cmployce, if o, it shall inform the employee of
that acceptance within 15 days from the date of
receipt, and shall begin offset at the new reduced
rate immediately. Otherwise, the civilian payroll
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office shall follow the provisions of paragraph
080305, in regard to determining the type of
hearing to be conducted and the submission of
the required material. This submission must be
accomplished no later than 15 days following
receipt of the employee’s petition and must
contain the following information in addition to
the materials submitted by the employee:

a. A statement setting forth

* the reasons why the civilian payroll office’s

proposed offset schedule does not produce an
extreme financial hardship; and

b. In the case of oral hear-
ings, a list of witnesses that the civilian payroll
office intends to call at the hearing, and a sum-
mary of their anticipated testimony.

The employee must also be furnished a copy of
the above intormation. Pending the results of
the hearing, the civilian payroll office shall begin
offsct at the rate stated in the employee’s peti-
tion. The determination by the hearing official
should be scif-explanatory.  If the employee’s
Froposed rate is accepled, then the offset already
m place shall be reduced.

080308,

Costs

Interest, Penalties, and Administrative

A, General, The preferred method of
liquidating debts owed by employees or former
employees is by cash remittance for the full
amount of the debt prior to the due date ex-
pressed in the demand letter,  Any debl or
portion of a debt that remains unpaid by that
date i subicct to the assessment of inlerest and
administrative expenses under 31 US.C. 3717
(reference (d)), 4 CER, 102,13 (reference (bh)),
and 5 C.E.R, 550.1104(n) (reterence (1)), Debts or
portion of debts that remain outstanding for
more than 90 days following the due date are
subject to penalties.  The following subpara-
graphs discuss the computation of inleiest,
penalties, and administrative costs, as well as
circumstances under which such costs can be or
should be waived. Al collections for late pay-
ment charyes (i.c., interest, penaltios, and admin-
istrative costs) are deposited to the appropriate
miscellancous receipt account as follows:
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1. interest--3210, General Fund
Proprictary Receipts, Defense Military, Not
Otherwise Classified.

2. Penalties--1099, Fines, Penal-
ties, and Forfeitures Not Qtherwise Classified.

3. Administrative  Costs--1099,
Fines, Penalties, and Forfeitures Not Otherwise
Classificd.

B. Inferest. Under 31 US.C. 3717
(reference (d)), interest is accrued or assessed.
The intent of interest is to stimulate prompt
payment of debts and to recover the cost of the
U.S. Treasury burrowing necessitated by unpaid
debts,  Any debt or pertion of a debt that re-
mains unpaid by the due date specified in the
demand letter is subject {0 interest charges.
Interest accrues from the date of the mailing or
hand delivery of the demand letter which must
contain a specific notice of the requirements
concerning interest, penalties, and administrative
costs, but will be waived automatically if paid
within 30 days from the date of the letter.
Therefore, it is not necessary to compute interest
of less than 30 days. The rale of interest as-
sessed will be the rate of the current value of
funds to the U5, Treasury. This rate is known
as the Treasury tax and loan rate, and is pre-
scribed and published by the Secretary of the
Treasury annually or quarterly per 31 US.C
3717 (reference (d)). This rate will be announced
by DEAS to all civilian payroll offices cach time
it changes, Changes in the rale have no effect on
those debts which began aceruing interest under
a previously existing rate. The rate of interest,
as initially assessed, shall remain fixed for the
duration of the indebtedness unless the repay-
ment agreement is modified or nullified, in
which case the rate in effect at the time of a new
agreement will govern the remaining fifetime of
the debt, For example, an initial demand letter
issued in the month of September will state the
interest rate in effect at that time, despite the
knowledge that a new rate may be in effect
whun the debt becomes delinguent in October.
The rate in effect in September shall then contin-
ue to be used for the hfetime of the debt. The

wunt of interest will be calculated by using,
the formula U - DNE. The | represents the
amount of interest; I represents the principal
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amount of the debt; N represents the number of
days in the computation period; and F represents
the interest rate per day (365- or 366-day year).
Interest should not be charged on interest,
penalties, or administrative costs (4 CFER.
102.13(c)) (reference (bb)).

C. Administrative Costs. These costs
relate only to delinquent debts as defined in 4
CFR. 101.2(b) (reference (bb)). They are as-
sessed in order to cover expenses incurred in the
rerovery of these delinquent debts. A debt s
delinquent if it has not been paid by the due
date sperified in the demand letter uniess other
salisfactory payment arrangements have been
made by that date, A debt is delinquent any
time thereafter an employee fails to satisfy
obligations under a payment agreement. There-
fore, the civilian payroll office, as the activity
responsible for the collection of debts, shall
cither accumulate actual costs or conduct cost
aualyses which establish anaverage of additional
costs incurred against delinquent debts.  Such
analyses shall be based on an aggregate of other
DFAS or DoD divilian payroll offices,  Expenses
shall be limited to personuel costs and speditical-
ly identifiable overhead items. The crucial factor
is that the civilian payroll office must be able to
justify its figures based on costs associated only
with delinquent debts and apportioned over the
number of delinguent debis, The rmecoupment of
administrative expenses takes precedence over
the collection of interest,

D, Penalties. A penalty of 6 percent
a year shall be assessed on any debt or portion
of a debt that is delinquent for more than 90
days under 31 US.C 3717(c)(2) (reference (b))
and 4 C.ER. 102.13(e) (reference (o). The
charge need not be caleulated until the 91st day
of delinquency, but shall acerue from the date of
delinquency.  Thus, the initial penalty shall be
for a 3-roonth period from the due date until 3
months after the due date. A debt is delinquent
and subject to penalties if it has not been paid by
the duc date specified in the demand letter
unless other satigfactory payment arrangements
have been made by that date. A debt s delin-
quent any time thereafter an employee fails to
satisfy obligations under a payment agreement.

E. Responsibility for Calculation, In
the case of overpayments of pay, the civilian
payroll office shall have the responsibility for
computing interest, penalties, and administrative
costs. The civilian payroll office shall always be
responsible for calculating administrative costs
whiich arise from its own operation, The prima-
ry responsibility in connection with other forms
of indebtedness rests with the activity or organi-
zation that has initial responsibility for the
recovery of the debt. When transferring a debt
to the civilian payroll office for salary offset
purposes, that activity or organization shall
inform the civilian paymll office of the follow-
ing:

1. The principal amount of the
debt;

2. The inferest accrued as of the
date of referral;

3. The administrative  costs
incurred as of the date of referral;

4. The penalty assessed as of the
date of referral;

5. The interest rate applicable to
the debt;

6. The date of delinquency.

The transferring activily or organization shall
also state its opinion as to whether further
interest,  penaltics, and  administrative  costs
should be waived,

I, Decisions Not to Accrue or Assess
Intervst, Penaltics, and Administrative Costs

[. ‘The official who has initial
responsibility for the collection of a debt also has
the responsibility  for  determining  whether
interest, penalties, and administrative costs are to
be accrued or assessed.  The debt collection
official must use personal judgment inadvancing
the interests of the Government, while giving
proper consideration to the financial interests of
the employee, Decisions not to accrue or assess
Jlate payment charges (ic., interest, penalties,
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and /or administrative costs) are made on z case-
by-case basis according to the following cnteria;

a.  Whenadebtis subject to
waiver statutes and collection action is suspend-
ed pending outcome of the waiver, these charges
shall not accrue or be assessed while the waiver
request is being considered and finalized.

(1) Charges accrued
before receipt of a waiver request shall not be as-
sessed if the request is received by the civilian
payroll office within 30 days of mailing of the
debt notice to the employee, The 30-day period
is extended to 45 days if the debt notice goes
through non-1.5, mail systems or is sent to an
APQO/FPO address.

(2) These charges shall
not acerue or be assessed on any part of a debt
principal balance that is waived.

(3) Chargus shall again
begin to accrue on any portion of the debt
principal not waived from the date the employee
is formally notified of the final waiver determi-
nation.

b. When an  employee
entitted to a hearing, petitions for a hearing,
these charges shall not accrue from the date the
petition is received until the employee is formal-
ly notified of the hearing decision, Charges that
accrued before the petition for a hearing is
received shall be assessed on that portion of the
debt principal upheld by the decision of the
hearing official.

¢ When an employee is
entitled to and has petitioned for a hearing, these
charges shall not accrue or be assessed while a
debt is being reconsidered.

d. When the debt of the
cemployee arose under the tariff laws of the
United States, the Social Security Act, or the
Internal Revenue Code of 1954, these charges
shall not accrue or be assessed.

¢, When the civilian payroll
office is requested to collect a debt for another
DoD creditor organization or Federal agency,

these charges shall not accrue or be assessed by
the civilian payroll office accomplishing the
collection for the other creditor organization or
agency. Noie that the creditor organization or
agency requesting collection  assistance  has
authority to accrue and assess applicable late
payment charges and these charges should be
included in the total amount identified for
collection.

f.  When an  applicable
statute or regulation prohibits application of
thesc charges to the debt involved, these charges
shall not acerue or be assessed.

g. When these  charges
would not be in the best interest of the Govern-
ment, would cause extreme hardship, or if facts
and circumstances indicate that charges accrued
would not be collected per subparagraph
080308.G., these charges shall not be assessed.

2. Blanket decisions not to
accrue or assess late payment charges are not
authorized. Documentation shall support every
decision not to accrue or assess these charges. If
there is documentation in the employee’s debt
file or associated with the debt transaction that
clearly supports and explains the reason(s) for
the decision not to accrue or assess these charg-
es, no further documentation is required.  An
exception is the requirement in subparagraph
0B0308.F.1.g. above,

G. Dedisions Not to Collect Interest,
Penalty, and Administrative Cosls.  Once ac-
crued and assessed, these charges shall normally
be collected. However, a decision not to collect
these charges can be made on a case-by-case
basis by the official who has the initial responsi-
bility for the coliection of the debt. The decision
not fo collect shall be documented and retained
in the official debt file. Blanket decisions not to
collect interest, penaity, or adminisirative chaig-
es are not authorized. The following are exam-
ples of when the civilian payroll office would
normally decide not to collect these charges:

1. The amount of the debt
principal is below the dollar limit imposed by
regulation for write off,
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2. The debt is paid within 20 appropriatc DFAS Center as an uncollectible ®

i days of notification. Interest shall not be collect-

ed on a debt or on any part of a debt paid
within 30 days after the date interest began to
accrue. The 30-day period can be extended for
an additional 30 days on a case-by-case basis,

3. Coliection of these charges
would be against equity and good conscience or
not in the best interest of the Government; and

a. These charges accrued
and were assessed on a debt principal balance
that was incurred through no fault or lack of
good faith on the part of the employes; or

b, Financial inability of the
employee to pay the accrued and assessed
charges within a reasonable period of time; or

¢.  The underlying uebt
principal balance has been waived by the appro-
priate authority or other adininistrative review
process such as hearing or reconsideration has
determined that it is not valid; or

d.  Reasonable doubt exists
concerning the Government’s ability to prove
that charges are owed because of the issues
involved or a bona fide dispute as o facts; or

. ¢.  The amount of charges
that could ke collected s less than the cost of
collection; or

f.  Reasonable  efforts 1o
locate the employee have been unsuccessful.

080309, Collections From_ Final  Salary__and
Lump-Sum Tayments.  Under 31 US.C. 3710
(reference (d)), when an employee separates by
resignation, retirement, death, or termination of
appointment, final pay including lump-sum
leave, shall be applied in full or in part to the
extent necessary to recover an indebtedness,
Unpaid compensation due deceased emplovees
shall also be applied to the liquidation of an
indebtedness. If a debt balance for a deceased
employee remains after offsetting final pay, do
not pursue collectior from the employee’s bene-
ficiary. Forward the debt case to the Defense
Debt and Claims Management office of the

debt 10 be written off. Other payments due from
any source, such as amounts claimed for travel
and transportation can also be applied. See 5
U.S.C. 5514(a)(1) (reference (b)), 4 C.F.R. 102.4
(reference (bb)), and 5 U.S.C. 5708 (reference (b)).

A.  When an employee separates by
resignation, retirement, death, or termination of
appointment before collection of a debt is com-
pleted and collections against current salary are
being made, cither voluntarily or involuntarily
under 5 US.C, 5514 (reference (b)), the 15 per-
cent limitation on disposable pay does not apply
(64 Corap. Gen. 907 (1985)) (reference (p)).
Instead, apply final salary, including the amount
payable for lump-sum leave, to the extenl neces-
cary to liquidate the debt.

8.  When an employee separates by
resignation, retirement, death, or termination of
appointment, and there are no preceding collec-
tions being made from current salary under the
authority of 5 U.5.C. 5514 (reference (b)), collec-
tion of the debt is treated as an administrative
offset under 31 US.C. 3716 (reference (d)). All
muey payable to the employee may be applied
to collect the debt.  In these cases, employees
must be provided written notification advising
them of the following:

1. The fact thal all final pay
shall be applied to the unliquidated debt balance.

2. The reason for the debt and
the debt amount.

3. Anopportunity toinspectand
copy the agency’s records relating to the debt.

4. The rights available to the
employee, suchas reconsideration or waiver, and
the time period {usually 30 calendar days) and
the method for requesting these actions.  The
civilian payroll office is not requiced to provide
the employee an opportunity for a hearing or
administrative review as explained in paragraph
080308,

5. An opportunity to repay the
full amount of the debt or enter into a written
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repayment agreement in fieu of offset from final
pay.

C. Collection of an indebted ness from
an cmployee’s severance pay is permissible
under 31 U.S.C. 3716 (reference (d)). Since this
statute has no limit on the maximum rate of
collection, all money due and payable to the
employce by the Government is subject to offset.
Since severance pay represents wages credited to
the employee’s account even if offset under 31
U.S.C. 3716 (reference (d)), compute the deduc-
tions to be taken from severance pay before
offset. Tax statements should be preparcd in
accordance with the rules set out in Revenue
Ruling 79-311, 1979-2 Cumulative Bulletin 25. It
is the net amount that is available for adminis-
trative c ffset under 31 U.S.C. 3716 (reference (d)).
In addition, under 5 C.E.R. 581,103 (reference (1)),
severance pay is subject to court-ordered gar-
nishments  (for alimony. chiid support, and
commercial debts).

D. Offset under Section 3716 of 31
U.S.C, (reference (d)) may not be used 1o collect
debts for State and local governments or debts
arising from payments made under the Social
Security Act (reference (z)), the Internal Revenue
Code (reference (2)), or the tarift laws of the
United States. See 31 US.C. 3710(c)(2) (reference
())-

080310, Refunds. When at any point in the
debt collection process, the debt is waived or
suceessfully reconsidered orotherwise tound not
to be due the United Sties (unless expressly
proFibited by statute or regulation), a prompt
refund shall be made of all amounts collected
prict to that determination. A refund shall also
be made if directed by an administrative or
judicial order. Amounts of valid debts collected
improperly shall be retunded if requested by the
employee, For example, if collections exceeding
15 percent of dispusable pay were inade due to
an crror in the computation of disposable pay,
the employee may request and receive a refund
of the difference baiween the amouants collected
and the amounts that were properly withheld.
Refunds shall not be made under any other
circumstances. Refunds shall not bear interest,
but interest already collected may be refunded
along with the principal amount.
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0804 RECOVERY OF OVERPAYMENTS OF
PAY AND ALLOWANCES FROM TRANS-

FERRED OR FORMER Dol EMPLOYEES

080401. General. The instructions contained in
this parzgraph apply regardless of the point in
the debt collection cycle when separation occurs,
For example, the employee may scparate while
installment liquidations are taking place, while a
waiver request is being considered, while a
petition for a hearing is pending, or while the
written demand letter is being prepated. If, due
to subsequent events, the indebtedness is nulli-
fied, a refund shall be made for amounts with-
held from both current and final pay. These
refunds shall be made without requiring a claim
from the former employee. Unfinished actions
shall be terminated in the case of hearings
regarding the amounts of involuntary offsets.
All other actions shall continue,

080402, Transfer Within the DoD that Results
in & Change of Civilian Payroll Office

A, In accordance with 5 CFER.
550.1108 (reference (1)), the losing civilian payroll
office shall advice the gaining civilian payroll
office by letter of the following information:

1. The identity of the indebted
employee;

2. The amount of the debt,
including assessments of interest, penalties, and
administrative expenses, when appropriate;

3. The accounting, classification
for credit;

4.  The nature of the debt, and
the vriginal due dare (generally 30 days from the
initial demand lever);

5. Copies of all correspondence
sent to, or received from, the employee, includ-
ing waiver requests, hearing petitions, decisions
on waiver requests, and determinations of hear-
ing officials;

6. The original of any voluntary
. sthorizations.  If none exists, a

pay offset
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statement of the biweekly percentage of involun-
tary offsets must be included;

7. The date the right to collect
the debt first occurred. Generally this is the date
the overpayment occurred. However, if offset
has already begun, the date of the last offset
shall be given;

8. A statement regarding the
status of any unfinished actions which may be
pending.  When such action is completed, the
gaining civilian payroll office will be advised
immediately;

9. A request that the offset be
accomplished or continued,

10. A copy of DD Form 2481,
"Request for Recovery of Debt Dae the United
States by Salary Offset,” properly completed and
certified.

B.  Upon receipt of the above infor-
mation, the gaining civilian payroll office shall
assume full responsibility for collection of the
debt pending receipt of previously unfinished
actions as indicated in subparagraph 080402.A.8.
Any agreements reached regarding  periodic
installment repayments or the decision not to
accrue or assess interest, penalties, and ad minis-
trative expenses (see paragraph 080308) shall be
binding; on the gaining civilian payroll office. If
the debt is subject to interest, the gaining civilian
payroll office shall make the necessary computa-
tions, Installment deductions already begun
shall continue uninterrupted,

080403. Transfer to__Another  Government
Agency, When an employee transfers to another
agency outside the DoD, forward the debt case
to the Defense Debt and Claims Management
office of the appropriate DFAS Center for collec-
tion.

080404. Recovery from Retirement Funds

A. Action by the Civilian Payroll

Office

1. General, If the amounts with-
held from the sources described in paragraph

080309. are still inadequate to satisfy the indebt-
edness, the civilian payroll office shall apply to
OPM for monies which are due and payable to
the scparated employee from the Civil Service
Retirement and Disability Fund or FERS basic
benefits, The procedures in this subparagraph
apply only when the former employee has been
provided the due process rights enumerated in
section 0803. See 5 C.F.R. 831.1801-831.1808
(reference (1)) and 5 C.E.R. 845.401-845.408 (refer-
ence (1)).

2.  Swpe. The procedures con-
tained in this subpnragraph apply to all debts
which the civilian payroll office was coilecting
on behalf of the Dol with the exception of debts
resulting from an individual’s failure to pay
health benefit premiums while he or she was in
a nonpay status or while his or her salary was
not sufficient to cover the cost of premiums.
These procedures ape covered in § CFER
#45.405(b)(4)(i) (reference (1))

3. Notice  to _the Employee.
Immudiately prier to sending a debt claim to
OI'M, the civilian payroll office shall notify the
employee in writing that the claim is being sent
for vffset aguinst the Civil Service Retirement
and Disability I'und or FERS basic benefits, The
letter shall state the amount of the debt at sepa-
ration, the amount recouped from final pay and
other sources, and the balance due. The letter
shall also inforn the employee that if he or she
makes full payment of the unrecouped portion,
the claim shall be dropped. Subparagraph
(B0307.A.2.b. contains general guidance regard-
ing the acceptability of repayment offers. Only
in the rarest ot zases should the installment
period exceed 3 years, It is preferable, but not
essential, that an agreement be reached prior to
submission of the claim. In the absence of an
agreement, a decision shall be made based on
the facts available, and the decision communicat-
ed on the claim. Sce 5 C.F.R. 845.401-845.408
(reference (1)),

4,  Submission of Claims to
OPM. Claims shall be submitied to OI'M in
accordance with 5 C.F.R. 845,405(b)(5) (reference
.
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a. Complete Claims,
Claims shall be made on an SF 2805, "Request
for Recovery of Debt Due the United States,”
which will be prepared in duplicate. Submission
will be made to the Office of Persornel Manage-
ment, Retirement and lnsurance Group, Employ-
ce Service and Recerds Center, Boyers, A 16017,
Attached to the SF 2805 will be a copy of the
employee notification prepared in accordance
with subparagraph 080404.A 3. and two copies of
the following signed certification:

(1) Astatement that the
debt is owed to the United States;

{2) The amocunt and
reason for the debt and whether additional
interest accrucs.  Refer to paragraph 080308,
Note that for those debls that are subject to
interest beyond  that alieady calculated, the
civilian payroll office must advise OI'M of the
dollar value of the additional accrual;

(3) The date the Gov-
ernment’s right to collect the debt first acerued;

(4) A statement that the
cvilian payroll office has complied with the
applicable statutes, regulations, and OI’'M proce-
dures;

(5) A promise that if a
competent administrative or judicial authority
issues an order dirccting OPM to pay the em-
ployee an amount previously paid to the DoD
(regardless of the reasons behind the order), the
DoD shall reimburse OPM or pay the employee
directly within 15 days of the date of the order;

(6) A listing by date of
the actions taken pursuant to section 0803,
Copies of the correspondence are not required.
OPM is aware that civilian payroll offices will
not be able to obtain the employee’s consent to
the collection in every case; therefore, such
claims from civilian payroll offices shall be
honored upon receipt of the civilian payroli
office’s certification, However, every attempt to
obtain the employee’s consent should be made
when the process has resulted in a compromised
amount {(an amount less than the total debt) or,
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in the case of en annuitant, a specific monthily
installment is agreed upon.

b. Incomplete Claims,
Occasionally a separation may occur before due
process procedures or the actions in paragraph
080309. have been completed. In other instances,
the civilian payroll officc may be required to
submit the indebted employee’s SF 2806/3100
before the proper amount of offset from the
employee’s monthly annuity has been deter-
mined. In such cascs, it must notify OPM in
order to prevent payment o the employee. This
is particularly important when the employee is
entidled to a refund of his or her contributions.
Notification shall be effected by a remark in
Column & of the SF 2806/3100. Accompanying
the SF 2806/3100 shall be a statement that the
debt is owed to the United States, the date the
debt first occurred, and the basis for and amount
of the debt.

5.  Transfer of Debt Case. Once
the SF 2805 has been sent to OPM, the debt shall
be transferred o the Defense Debt and Claims
Management office of the appropriate DFAS
Center in accordance with paragraph 030405,

B. Action by O’'M

1. Refunds

a. Complete Claims. If a
refund has already been paid, the civilian payroll
officc submitting the SF 2805 shall be advised
that no monies are available for application
against the indebtedness,  If the employcee's
application has been veceived, but not yet pro-
cessed at the time a complete claim is received,
OPM shall honor the claim and make remittance
to the civilian payroll office. If the employee has
not applied for a refund, the civilian payroll
office shall be advised that its claim will be
retained pending a future application.  If the
application is received more than { year follow-
ing the date of the SF 2805, the civilian payroil
office shall be contacted to verify that the debt is
still current. If the debt has been transterred pex
paragraph 0B0405., the civilian payroll office
shall refer such inquiries to the gaining office. If
the civilian payroll office has not yet transferred
the debt, but has still nat made full collection, it
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must contact the employee to provide him or her
the opportunity to establish whether his or her
changed financial circumstances would make the
offsct unjust. A decision whether to pursue the
offset or to attempt collection by other means
shall be made based on the employee’s response.
As a gencral rule, the offset shall be pursued
unless the success of alternative collection action
is relatively certain,

b. Incomplete Claims. If
the employee has filed an application for a
refund, the civilian payroll office shall be noti-
tied. It will be given 120 days from the date of
notification to furnish a complete claim. This
deadline may be extended by an additional 60
days if the civilian payroll officc so requests.
Failure to meet the deadline or extended dead-
line, if applicably, shall result in payment to the
employce from the emplovee’s retirement funds.

2.  Annuitics

a.  Compiete Claims. When
possible, OPM will make a one-time offset

against the retired’s annuily payment in accor-
dance with 5 C.F.R. 845.407 (reference (). How-
ever, if liquidation of the debt would require
offset of more than 50 percent of the retiree’s net
monthly annuity, installment deductions are
required,  All installment deductions should
ensure liquidation within 3 years.  For debts
which are subject to continuing interest pay-
ments (see paragraph 080308), O'M must be
advised of the new amount of the debt at feast
90 days prior to the final payment. Whether the
debt is repaid by one-time offset or by install-
ment deductions, O'M will begin the process for
the next available annuity payment following its
receipt of the completed claim.  If the monthiy
annuity payment has not yel been established,
offset will begin with the first regular annuity
payment.  Offsets shall not be made apainst
advance annuity payments.  As in the case of
refunds, offsets are dependent on the receipt by
OPM of an application by the retiree. SEs 2805
received in advance of applications shall be
retained pending receipt of the applications. 1f
any application is received more than 1 year
following receipt of the Sk 2805, OPM will
contact the civilian payroll office in order to
determine the current status of the debt. I the

civilian payroll office has transferred the debt in
accordance with paragraph 080405, the inquiry
will be referred to the gaining office for re-
sponse. If the debt has not been transferred, sec
subparagraph 080404.B.1.a. for the requirement
for determining whether the retiree’s changed
financial conditions would make the offset
unjust.

b. Incomplete Claims.
Unlike the situation that prevails in the case of
refunds, OPM'’s processing of annuity applica-
tions shall not be affected by receipt of an in-
complete claim from the civilian payroll office.
When such a daim is received, the civilian
paywll office will be advised to complete the
procedures necessary to file a completed claim.

080405. Post Separation Recovery Actions

A.  Debts of personnel who are not
current DoD employees shall be transferred to
the Defense Debt and Claims Managemenl office
of the appropriate DFAS Center in accordance
with established procedures. All transfers shall
include the following:

1. The emplayee's full name and
S5N.

2.  The employee’s last known
mailing addruss.

3. The date of the employee’s
separation/retireiment,

4. The amount of the debl
including  principal, interest, penalties, and
administrative costs,

5. Copies of all correspondence
related to the case.

6. The scoounting classification
for credit, including amounts for interest, penal-
ties, and administrative expenses when applica-
ble.

7. The date the debt was origi-
nally due, as stated in the demand fetter.
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B. For out-of-service debts collected
by the Defense Debt and Claims Management
office, pertinent data shall be provided to the
civilian payroll office to affect the necessary
changes (i.c., SF 2812, SF 2806/3100, Form W-2,
Form 941, ctc.).

0805 RECOVERY OF OTHER DoD DEBTS

080501, Gencral. While the civilian payroll
office is responsible for providing the required
debt notification to the employee hefore colleci-
ing an overpayment of pay and allowances paid
by the clvilian payroll office under 5 C.FR.
550.1108 (reference (1)), other creditor organiza-
tions (such as employing agencies) and function-
al areas outside civilian pay must certify comple-
tion of due process requirements to the clvilian
payroll office when requesting involuntary salary
offset to collect a debt that originated outside the
civilian payroll office. In general, the clvilian
payrol! office shall not question the merits of
debts originating outside the payroll office.

080502, Collections of Uncarned Advanree Per
Diern_and Mileage Allowance _and Unearned
Tempbrary Quarters Subsistonce Expense

A. Under 5 USC 5705 (reference
(b)), a Federal employee who is entitled to per
diem or mileage allowances may veceive a travel
advance.  Any amounts of the travel advance
that are not used for allowable expenses are
required to be collected, The travel functional
area gives the employee an opportunity to pay
the amount due immediately.  If immediate
payment is not made, offset may be made
against all accrued pay, retirement credit, or any
other amounts due the employce, without limita-
tion, as long as the offset does not cause extreme
financial hardship. Generally, for purposes of
this paragraph, the guidance on extreme finan-
cial hardsnip, as discussed in Volunwe 5, para-
graph 300208 of this Regulation, applics. The
civilian payroll office is notified in writing of
these debts. A copy of the employee’s signed
repayment agreement is sent to the civilian
payroll office, when applicable.

B. The debt shall he collected in one
lump-sum or in installments in accordance with
the employcee’s signed  voluntary repayment

agreement or written instructions provided by
the travel functional area or the employing
activity.

080503. Overpayment of Travel Allowances.
Salary offset is authorized subject to the limita-
tions of up to 15 percent of disposable pay (see
subparagraph 080307.8.2)) for debts owed for an
overpayment of travel allowances. An official
musi certify to the civilian payroll office on DD
Form 2481 that due process has been performed
urder 5 US.C. 5514 (reference (b)) or other
applicable regulation,

080504. Excess Costs Due to Shipment of
Personal Property, A debt for excess cost is
created when an employee’s shipment of person-
al property exceeds the authorized weight allow-
ance. If an employce has excess cost, a DD Form
2481 is received by the employee’s civilian pay-
roll office to make collection under 5 US.C,
5724()(2). The collection of such excess costs
from an employee’s pay record is considered &
voluntary offset, since the employee signs DD
Form 1299, "Application for Shipment and/or
Storage of Personal Property," before the actual
shipment of the property, agreeing to repay
excess casts caused by the personmal property
shipment,

A, Upon receipt of the DD Form
2481, the civilian payroll office notifies the
employee of the indebiedness. The employee
has 30 days to submit 2 reconsideration letter,
make a cash paymeaent, or make arrangements for
a voluntary repayment plan through payroll
deduction.

B. A reconsideration letter may be
submitted by an employee when that employee
believes the excess cost charges are incorrect.
The employee forwards such letter to his or her
employing activity’s transportation management

reprosentative,

C.  After the adjudication of the
reconsideration letter, the civilian payroll office
is notified to begin collection of any balance due.
While there is no limitation on the amount that
can be withheld under such a voluntary offset,
the civilian payroll office shall determine a
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repayment schedule that protects both the Gov-
ernment’s and the employee’s financial interests,

080505. Collection_of Employee Training Ex-
penses. Wher an employee fails to fulfill a
training agreement and the employee does not
repay the employing activity voluntarily, collec-
tion of training expenses from the employee’s
pay account is authorized under 5 U.S.C. 4108
(reference (b)).  In accordance with 5 C.ER.
410.509 (reference 1)), the employing activity
must give the employee the opportunity to
request a reconsideration of the amount to be
recovered or to appeal for a waiver of the
activity’s right to recover.

A. Documents required to support
this type of collection are:

1. A copy of DD Form 1550,
"Request, Authorization, Agreement, Certification
of Training ¢nd Reimbursement,” showing the
employee’s signed consent o the terms of the
training agreement. N

2. A copy of at least one de-
mand letter to the employee by the training
office that pursued voluntary repayment of the
training costs,

B.  Thecivilian payroll office forwards
a copy of the document identified in subpira-
yraph 080505.A. o the employee with written
notification advising the employee of the payroll
deduction amount and the pay period deduction
will start,

080506, Collection For Reports of Survey (also

known as Government Property Lost or Dam-

aged) Debts,  Report of survey channels as
prescribed in the Coraponent regulations must
be exhausted before involunfary salary offset
under 5 US.C. 5514 (reference (b)) is invoked.
Collections received from employees are credited
to the receipt account established for recoveries
of Government property losl or damaged. How-
ever, if the property is either stock or industrial
funds, the collections are credited to that appro-
priate fund.

(080507, Unofficial _Telephone  Llse.  Whes,
directed by the telephone officer and subject to

the telephone officer’s certification on DD Form
2481 that due process has been performed under
5 U.5.C. 5514 (reference (b)) or other applicable
regulation, the civilian payroll office will effect
salary offset from employees who have incurred
liability for unofficial use of Government tele-
phones. Offsets are subjoect to the limitations of
up to 15 percent of disposable pay (see subpara-
graph 080307.B.2.).

080508, Hospital Bills. Salary offset is autho-
rized subject to the fimitations of up to 15 per-
cent of disposable pay (see subparagraph
080307.B.2.) for debts owed to DoDd Component
hospitals. An official designated by the hospital
must certify to the civilian payroll oftice on DD
Fform 2481 that due process has been performed
under 5 US.C. 5514 (reference (b)) or other
applicable regulation

080509,  Commissary Stores.  Subject to the
limitations of up to 15 percent of disposable pay
(see subparagraph 080307.B.2) and under a
certification of duc process on DD Form 2481 by
an appropriaie official of the commissary store,
salary offsct will be initiated in the case of
employees who are indebted to the Delense
Commissary Agency for reasons such as having
issued dishonored personal checks.

080510, Court Fees, Under certain citcum-
stances, eraployees refund fees received from a
court for service as a juror or a witness (see
section 0513). Table 5-4 provides guidance on
absences of employees and retention of fees in
connection with court leave, Feos can be collect-
ed by cash refund or by payroll deduction. See
Comp. Gen, B-179161, August 29, 1973, and
Comp, Gen, B-219496, January 22, 19806 (reference
(p))- Under 5 US.C. 5515 (reference (b)), collect-
ed fees are to be refunded to the appropriation
er fund from which the employee is paid.

080511, Double Negotiation of U.S. Treasury
Ched! s. The disbursing officer considers negoti-
ation of an original check which has been re-
placed by a recertified check as being an illegal,
incorrect, or improper payment for purposes of
pecuniary Jiability. The disbursing officer is
responsible for collection of such payments from
a payee.  The disbursing officer alfords the
payee with an opportunity to dispute whether
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the payee actually endorsed both instruments
and that the payee consents to a full one-time
salary offset. Upon receiving the signed state-
ment from the disbursing officer, together with
evidence that negotiation of both instruments has
occurred, the civilian payroll office will inform
the employce that the amount of the indebted-
ness will be deducted in full from the next salary
payment.  The disbursing officer will provide
direction as to how the proceeds are to be ap-
plied. If, for any reason, the disbursing officer
cannot produce a written consent from the
employee, the civilian payroll office must treat
the case as an overpayment, and initiate the
written demand letter required by paragraph
080303. If the employee does not authorize
voluntary deductions, involuntary deductions
will be made under 5 U.S.C. 5514 provisions at
the maximum rate of 15 percent of disposable
pay after the required due process procedures
have been fulfilled, Interest shall be assessed per
paragraph (80308,

0B0512. Miiitary Pay of Reserve or National
Guard Members For Duty To Aid Law_Enforce-
ment

A. Under the provisions of 5 US.C.
5519 and 6323(b) and (c) (reference (b)), an
employee’s civilian pay is reduced by the gross
military pay and allowances (other than travel,
transportation, or per diem allowance) received
by the employee for military service as a mem-
ber of the Reserve or National Guard for which
the employee is entitled to leave under 5 US.C,
6323(c) (reference (b)) for duty to provide mili-
tary aid to enforce the law for the purpose of
providing assistance to civil authoritics in the
protection of life or properiy or the prevention of
injury, and for parades or encampments under
title 39, District of Columbia Code (reference
(an)). This applics whether payment for military
service was paid from Federal or State funds,
Deduct for income tax withholding, Social Secu-
rity and /or Medicare, or retirement based on the
resulting balance. Do not reduce the civilian pay
by the military pay received for service on
nonworkdays,

B.  The civilian payroll office shall
accomplish the reduction of an employee’s
civilian pay as described in subparagraph

080512.A., above, by cash collection or by payroll
deduction. The civilian payroll office is encour-
aged to notify the employee informally by
telephone of the requirement of 5 U.S.C. 5519
(reference (b)),

C. Credit the coltection to the appro-
priation from which ihe employee’s civilian pay
was paid.

D. Specific information as to the
military pay entitlement of the employee should
be obtained from the military organization
concernied if the employee s urable to produce
specific and documented information from which
the civilian pay reduction may e determined.

0806 SALARY OFFSET REQUESTS FROM
NON-DoD FEDERAL AGENCIES

080601, General

A, When non-DoD Federal agencies
{except IRS and U.S. Courte (see scction (417))
idenlify DoD employees as having outstanding
debts, these agencies address their salary oftset
requests to the Secretary of Defense designee,
iw., DFAS, Defense Accounting Office -Cleveland
Center, Arlington (DAO-CL, Arlington), VA
22240-5280.  Thuse requests certify that due
process rights have been afforded to the indebt-
ed employees by the non-DoD Federal creditor
agency. After these requests for salary offset are
approved by DAO-CL, Adingtlon, the Defense
Manpower Data Center (DMDC), Monterey, is
provided a copy of the documentation and
details of the debts by employee on magnetic
media and/or hard copy. DMDC, Monlerey,
distributes the requests to the appropriate DFAS
Centers, who in turn, distribute the requests to
the dvilian payroll office that mainkins the
employee’s pay account,

B, Some creditor agencies may elect
to inform the employee of the anticipated
amount of the offset prior to certification of duce
process. Civilian payroll offices shall be cooper-
ative with inquiries from creditor agacies as to
the amount of an employce’s disposable pay.
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C. Althougk most debts collected
through this program have incurred interest,
administrative expenses, or penalties, calcula-
tions of the debt amount shall te performed only
by the creditor agencies. Therefc re, the creditor
agency may adjuct the originally certified debt
amount 0 include interest that has accrued since
the initial certification. In this event, the creditor
agency shall recertify the debt ame unt using the
same procedure as the original debt ¢ rtification,

D. DoD may not honor a request to
collect o debt that first accrued more than 10
years prior tu the request, except as set forth in
the Federal Claims Collection Standards, 4 C.E.R.
Parts 101-105 (reference (bb)).

E. Requests from non-DoD Federal
creditor agencies that are sent to the civilian
payrall office directly without going through
DAQ-CL, Arlngton, and DMDC, Monterey, shall
be retumed without action. The civilian payrol
office shall inform the non-DoD Federal agency
of the correct procedures as outlined in this
section,

F. The dely cllectons shall begin
within #0 days of the notification from DMDC,
M ctepey,

G, The NSA shat! work with DMDC
He aecamplish matches for NSA, Defense Intelli-
gence Agercy, and  Central imagery  Office
personnel. Hovever, these marches shall be con-
aucted at {2 NSA Fort Meode complex.

Qeel?  Pro-essing Actions. Upon seeeipt of
the sefay oftset request from the appropriate
Dw'AS Center, the civiliai payroll office:

A, Compuies 15 percent of  the
cmloyee’s disposable pay or a Jesser percentage
dictated by the creditor agency.  See subpara-
araph HO307.8 2.

B, Notifice the emaplayee in wr.dng
30 davs inadvance of offset of the amount of the
salaiy offeet and the pay peizod when salary
oftset will start.

C. Processes the payroll doduction in
ceeurdance with payroll system user instractions.

D. Rectives from the employee and
forwards to DMDC proof that the debt is paid in
full. discharged under bankruptcy, or voluntrey
payments are current under a negotiated repay-
men. schedule. Tre dvilian payroll office also
advises the employee to resolve the debt issue
directly with the creditor agency so that DMDC,
Monterey, is fficially notified that the debt has
been canceled. If the employee produces com-
peiling documents (v.g., canceled checks, re-
ceipts, or letters from the creditor agency) which
indicate the debt is no longer valid, effset should
be suspended pending reverification or official
termination by the creditor agency.

E. Forwards payment each pay
period to the creditor agency atong with a report
of cach colliection made.  See subparagraph
090203.G.1. for guidance on preparing this
report.

F.  Sends a biweekly report of em-
ployees with salary offsets for non-DoD Federat
agencies to the DFAS Center whicn originally
forwarded the salary offset reqauest to the civilian
payroil office. See subparagraph (890203.G.2. for
guidance on preparing this report.

G. Ensures that the total amount
collected is reflected on the civilian payroli

vuucher as salary offsets for the creditor agency.

080603, Transferred Emplovees

A, When an emplayee transters to
another DoD payroll office betare collection of
the debi is completed, the losing civilian pavroll
office:

1. Forwards t copy of the
urig inal debt notification document to the gain-
ing civilian payeall office;

2. Cenrific: the amount collected
prior to the emplovee's transfer on the original
debt notification document and the remaining
unliguidated amount of the debt. One copy of
the ~ertification letter must be furnished to the
emplovee, another to the crediior agency; and

3. Natifies DMD, Monierey,
and the DFAS Center which originally torward-




DoD Financial Management Regulation

Volume 8, Chapter 08

ed the salary offret to the civilian payroll off.ze,
of the date the employce transierred, the amount
collected prior to transfer, and if known, the new
payroil office name.

B. The gaining DoD civilian payroll

office continues salary offset upon receipt of the’

documentation forwarded by the losing DoD
divilian payroll office. The amount of the salary
offset should be recomputed in accordance with
subparagraph 080601.C.

C. When an employee transfers to a
non-DoD agency before collection of the debt is
completed, the losing civilian payroll office shall
follow the guidance in paragraph 080604.

080604. Scparated Employees. When an em-
ployee separates before collection of the debt is
completed, final pay, including lump-sum leave
and awards, shall be applied in full or in part to
the oxrent necessary to recover the debt. The
losing civilian payroll office shall notify the
creuitor agency, DMDC, Monterey, and the
OFAS Center which orginally ferwarded the
salary offset to the civilian payroll office, of the
date the employee separated, the amount collect-
ed prior to the separation date, and the new
employing - zency (if known).

0807 RECOVERY OF COURT-ORLERED

080701.  Judgment Offsets, When a court of the
United States, in an action or suit brought
against a Federal employee by the United States,
determines that the employee is indebted to the
Urited Siates and enters a judgment against the
employee, Section 124 of P.L. 97-276 (reference
{¢)) published as a note to 5 US.C. 5514 (refer-
ence (b)) allows collection of the debt by deduc-
tion from the employee’s current pay account.
The employee's consent is not required.  Any
Federai agency requesting salary offsel under
Section 124 of P.L. 97-276 (reference (¢)) shall
send a letter requisitioning offset to the civilian
payroll of{.z¢ with an attested copy attached of
the judgment entered against the employee  If
there is concern as to the validity ur interpreta-
tion of the judgment, the DFAS General Counsel
should review the judgment. After the validity
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or interpretation of the judgraent is confirmed,
the civilian payroll office:

A. Computes the amount collected
each pay period using the percentage specified
in the offset request. The maximum amount
deducted for a pay period may not exceed 25
percent of the employee’s disposable pay unless
a greater percentage is necessary to recover the
amount owed within the time of the anticipated
employment. See subparagraph 080307.B.2. for
computing dispesable pay. Deductions may be
made from basic pay, or in the casc of an indi-
vidual not entitled to basic pay, other authorized

pay-

B. Collects the total unpaid balance
as specified in the offset request. This amount
may include accumulated interest and adminis-
trative charges. The agercy requesting offset
shouid notify the civilian payroll office approxi-
mately 90 days before completion of the judg-
ment offset with the final judgment amount
which include the balance of accrucd interest
charges.

C. Forwards a copy of the offset
request to the employee with written notification
advising the employee of the deduction amount
and pay period the deduction will start.

D. Applies final pay (salary and
lump-sum leave) to any undiquidated debt
balance as provided by 31 U.S.C. 3716 (reference
{d)) if the employee retites, resigns, dies, or if
employment otherwise ends.

E. Forwards payment vach  pay
period to the agency requesting salary offset.

080702. Garnishments

A. Augihoriy.  Sction 659 of 42
U.S.C. (reference (aa)) provides consent by the
United States to garnishment and similar pro-
ceedings for enforcement of child support and
alimony obligations apainst civilian employcees
P.L. 103-94 (reference (¢)) authorizes the garnish-
ment of civilian employces’ pay for commercial
debts.

B.  Procedures
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1. For garnishments for child
support and alimony, the commanding officer or
his or her designated representative shall notify
the employee of the garnishment or attachment
order and its effect on his or her pay and shall
forward the court order to the civilian payroll
office after the order is determined to be valid
by qualified legal counsel. If the activity is
served with more than one gamishment order
with respect to the same pay due or payabie to
any employee, then such pay shall be available
to satisfy the court order on a firstcome, first-
served basis.  See section 0412 for processing
garmishment collections,

2. Forgarnishments for commer-
cial debts, all Federal employees with an out-
standing debt are subject to garnishment. A
court order from a state court is required prior to
the garnishment becoming effective. See section
0412 for procedures for processing garnishment
collections,

080703, Debtors Involved In Bankruptcy Pro-

ceedings

A, Wage Barner's Plan Cases. Except
in cases of court-ordered child support and/or
alimony as provided by 42 U.S.C. 659 (reference
(aa)), civilian employees (wage earners) cannat
be deprived of their pay by any civil process of
attachment or levy. Federal employees may,
however, file for bankruptcy under the provi-
sions of Chapter 13, 11 US.C. (the so-called
"wage camer’s plan”) (reference (ab)).

1. Under Chapter 13, an em-
ployee must submit a plan to the bankruptcy
court that provides, among other things, that all
or such portion of future income as is necessary
to pay priority claims under the plan, must be
submitted to the controi of the bankruptcy
trustve. Once the bankruptcy court confirms a
plan, it may order any employer to pay all or
part of an employee’s future income to the
trustec named in the order. A separate check is
authorized to meet the terms of the order.
Sometimes, the wage earner’s name appears as
payee on the check with the address of the
trustee (11 US.C. 1322 and 1325) (reference (ab)).
Normally, however, the check is made payable
to the trustec,
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2. In cases when doubt exists as
to the validity or the interpretation (inciuding
the determination of amounts to be paid to a
trustee) of the court order, the DFAS Deputy
General Counsel reviews the wage earner’s plan
court order before processing.

3. DProcess the collection in
accordance with the instructions in the court
order.

B. Bankruptcy Proceedings. The
civilian payroll office notifies the DFAS Dueputy
General Counsel immediately upon becoming
aware that a civilian employee owing money to
a Dol Componceat, is initiating bankruptcy
proceedings. The notification must be prompt to
ensure that a claim is filed within statutory time
limitations.

0808 CORRECTIONS

080801,  Corrections due to errors and cancel-
lation of paychecks are outlined in Table 8-1.

080802. Corrections for Underpayment of Earn-

ings. For active or separated employees, there
are no distinctions between pavment for a
current or prior calendar year. The adjusting
payment is reported as wages at the time it is
made. No correction on Form 941 is required.
Form W-2 for the current year shall show
corrections for underpayments as outlined in
Table 8-1.

A. For active employees, the civilian
payroil office shall:

1. Trocess the payment in the
next regular biweekly pay cycle.

2. Report the gross wages
subject t Social Security /Medicare taxes witli-
held as current quarterly earnings on Form 941.

3. Include the carnings and
Social Security /Medicare taxes withheld on the
Form W-2 for the current year,

B. For scparated employees, the
civilian payroll oftice shall:
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1. Recstablish the employee on
the payroll and process the payment in the
current biweekly pay cycle.

2. Follow the procedures in sub-
paragraph 080802.A.

3. Prepare Form W-2c if a Form
W-2 was issued.

080803. Corrections for Overpayment of

Earnings in the Current Year

A. For active employees, the civilian
payroll office shall: .

1. Instruct the employee to
refund the overpayment in accordance with due
process procedures.

2. After receipt of the refund or
returned check from the employee, the civilian
payroll office shall record the amount as a vever-
sal in the base pay, gross pay, net pay or other
pay as applicable.

B. For separated employeces, the
civilian payroll office shall follow debt collection
procedures as outlined in Volume 5 of this
Regulation.

1. Reestablish the employee on
the payroll and process the reversals in the
current biweekly pay cycle.

2. DPreparc a Form W-2c if a
Form W-2 was issued.

080804. Corrections for Overpayment of Earn-
ings for a Prior Year. If the overpayment oc-
curred in a previous calendar year, no correction
of ecarnings for Federal, State, or local
withholding taxes shall be made for the current
caiendar year.

A. For active employees, the civilian
payroll office shall:

I.  Request a written statement
trom the employee that a claim for tax refund or
credit has not bueen made for the amount of the
overdeduction.

2. If the year of repayment is
still within the 3-year tatute of limitations for
Social Security /Medicare tax refunds, prepare a
Form W-2c for the prior year to reduce the gross
wages suvject to Social Security/Medicare and
Social Security/Medicare taxes withheld. Send
copies to the employee and copy A to the SSA.
A separatc Form W 3, "Transmittal of Income
and Tax Statements,” must be sent with the
corrected Form W-2 tc the S5A, upon completion
of the correction procedures. If the repayment is
beyond the 3-yea: statute of limitations, no
corrections will be made to prior year W-2s and
Form 941s.

3. Attach the employer's copy of
the Form W-2¢ to the retained Form W-2 previ-
ously ‘ssued for the prior year,

4. Prepare a Form 94lc, "State-
ment to Correct Inforination Previously Reported
on the Employer’s Federal Tax Return,” to adjust
the gross wages subject to Social Secu-

rity /Medicare and the Social Security/Medicare ’

taxes,

5. Attach the Form 941c¢ to the
current quarterly Form 941 and enter the amount
of the adjustment on line 9 of Form 941. Retain
copies of the two forms in the civilian payroll
office.

6. Prepare a statement for the
employee after collection of the amount duc
from the employee (see Figure 8-5 for a sample
format). The amount entercd on the statement
shall be the total of the reverse deductions plus
the amount the employee repaid. The employee
shail receive any Federal, State, city, and local
income tax adjustment when he or she files a tax
retum.

B. For separated employees, the
oll office shall:

1. Follow procedures outlined in
subparagraph 0B0804.A 1. thrugh 6.

2. Keep a copy of the Form
W-2c and Form %41c in the cuirent year quarter-
Iy tax folder. (This is used to balance the annual
Fuderal tax deposits.)
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C. Manually note the amount of the
correction and the date of the collection on the
employee’s prior year individual pay record.

D. If an employee was overpaid in
previous calendar years, collections against the
overpayment may cover more than 2 calendar
years. The civilian payroll office shall give the
employee a statement that contains the follow-
ing:

1. A description of the circum-
stances,

2. The amount of the overpay-
ment.

3. The amount collected during
the vear.

4.  The year or years to which
the payment was applied.
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FROM: (1)
TO: (2)
SUBJECT: Indebtedness to the United States as a result of an Overpayment of Pay and/or Allowances

You are indebted to the United Stales in the amountof $__(3) . This indebtedness is the result of

{(4) . You have the right to inspect and copy all records relating to this debt. This right must be

exercised within 10 days from receipt of this letter. If you cannot do so personally, you must request that

the civilian payroll office provide you a copy of any of these records within 10 days from receipt of this
letter.

Please prepare a personal check or money order payable to _(5)  for the full amount of the debt,
and send this instrument along with a copy of the letter to the disbursing office at _{6)  within 30 days.
If you are unable to pay the full amount, regulations permit the indebtedness to be liquidated by
deductions from your current pay. Depending on the amount of the debt in relation to your pay and
other expenses, it may be possible for you and the civilian payroll office to establish a written agreement
for repayment of the debt by installment deductions from your pay. Please advise the civilian payroll
office within 30 days if you prefer this method of repayment.

If you do not either repay the debt in full, consent to a one-time remitfance, or establish a repaymeit
schedule within 30 days, we intend to collect the debt inwvoluntarily from your pay, beginning on__(7) .
The maximum amount deductible under these circumstances is 15 percent of your disposable pay each
pav period until the debt is repaid in full. Our estimates of your disposable pay, based on current payroll
information, is $__{8) . Themfore, the maximum deduction would be $__{9) , and repayment of the
principal amount of the debt would require approximately (10)  pay periods.  If involuntary
deductions at this rate would cause extreme financial hardship, then you do have a right to a hearing on
this issue. Regulations regarding requests for hearings are contained in attachment 1.

Dcbts that are not paid in full within 30 days from the date of the demand are normally considered
delinquent. As such, they are subject to interest at the rate preseribed periodically by the Secretary of the
Treasury. They are also subject to adminiswrative costs assessed by the agency and penalties. If you and
the civilian payroll office can agree on a mutually satisfactory repayment schedule, interest, administrative
costs, and penalties may be excused under the Federal Claims Collection Standards.

If you have any questicns about the nature of the debt, please contact the civilian payroll office for
an explanation. If, after hearing the civilian payroll office’s expianation, you still believe that you do not
owe the debt or that you owe an amount other than what i, being demanded, you may submit a written
statement of your position to the civilian payrell office. This right has no relationship to your ability or
willingness to repay the debt, but only to determining whether the debt is a valid one. If you elect to
excicise this right, you must do so within 15 calendar days from the date of this letter.

You also have a right to a hearing as to the amount or the validity of the debt. Such a hearing shall
be conducted hy an official arranged for by the Defense Finance and Accounting Service, but not under
the control of the agency that employs you. This right is an alternative to the procedures in the above
paragraph in which an official makes a determination as to the validity of the debt. 1f you wish to request
a hearing, you must do so within 30 days from the receipt of this letter. Attachment 1 contains guidance
regarding requests for hearings.

Figure 8-1, Demand Letter for Overpayment of Pay and/or Allowances
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If you do acknowledge the validity of the debt, or have exhausted your remedies relative to the
validity of the debt, and believe that you should not be required to repay it, you have the right to request
waiver of the indebtedness. Guidance regarding waiver requests are contained in attachment 2.
Submission of a request for a waiver is not normally an alternative to making arrangements to repay the
debt. Any amounts collected and later waived shall be refunded to you upon your request.  Therefore,
even if you elect to submit a waiver request, you should still either repay the debt or arrange with the
civilian payroil office for periodic instaliment deductions from your pay. Such arrangements may
preclude the assessment of intercst, administrative costs, and penalties in the cvent that your waiver
requesi is derded. A decision as to the suspension of collection action during the period of consideration
of the waiver is made on a case-by-case basis.

Our point-of-contact in this matteris __(11) .
{Signaturc Element)

Attachments

(1. Guidance Pertaining to Hearings)

(2. Guidance Pertaining to Waivers)

EXPLANATION OF BLANK SPACES ON SAMPLE DEMAND LETTER

(1) The title ur office symbol/code of the civilian payroll office.
(2) The full name of the employee,
(3) The dollar amount of the debt.
(4) A bricf but comprehensive explanation of how the overpayment occurred (e.g., overacerued annual
leave, premature step increase, overtime paid but not worked, ete.). Always inciude the pay periods for
which the overpayments occurred and the dollar amount for each pay period. If the computation is
complex, it may be included as an attachinent to the letter. In some cases, a three-coulumned table may
be helpful. The three columns reflect amount entitled, amount paid, and the differences (the amount of
the indebtedness).
(5) The office to whom the check or money order is to be made payable.
(6) The mailing address of the disbursing office.
{7) The dale the involuntary deduction from pay begins.
{8) The estimated amount of disposable pay.
(9 Fifteen percent of (8),
(10} Divide (3) by the amouns determined in (9) and round to the next highest number.
Note: For debts in which (9) 1z greater that (3), this entire sentence and the one preceding it can be

deleted froe . the letter,

(1) Provide the rame, phone number and office symbol/vode of the point-f-contact in the civilian
pavroli effice who can answer questions regarding this debt,

Figure ¢-1, Demand Leter for Overpayment of Pay and/or Allowances (continued)
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GUIDANCE PERTAINING TO HEARINGS

An employee is entitled to an opportunity
for a hearing on the determination of the civilian
payroll office concerning the existence or amount
of the debt, or when a repayment schedule is
cstablished other than by written agreement,
concerning the terms of the repayment schedule.
Any such challenge must be made by the em-
ployee within 30 days of the receipt of the notice
of indebtedness or within 45 days after receipt of
the records relating to the debt, if such records
are requested by the employee. If a hearing is
given, the employee also must be given the
opportunity to receive a written decision from
the official holding the hearing at the eariiest
practical date, but not later than 60 days after the
filing of a petition. Normally, a hearing will
consist of written submissions by both the em-
ployee and the civilian payroll office. Therefore,
an employee who wishes a hearing shall make
his/her wishe: known by filing a petition with
the same officis’ who issued the written demand
for payment. ‘the petition shall state that the
employce is seeking a hearing under the provi-
sions of 5 US.C. 5514, and if the employee is
contesting the determination of the debt or its
amount, the petition will contain the following
items:

1. The reasens the employee believes
that the civilian payrol] office’s determination of
the debt is erroncous.  The statement shall
include all facts on which the employee bases
his/her belief and any arguments supporting the
belief.

2. Written submission from any per-
sons that can substantiate the employee’s conten-
tions.

3. A copy of any records the employee
believes can substantiate his/her contentions,

If the employee is contesting the offset
scheduie, the petition shall contain the following
iteme:

1. A propaosed alternative offset sched-
ule with supporting documents showing why
the civilian payroll office’s schedule would
produce an exireme financial hardship for the
employee. The supporting documents should
include specific details concerning income and
expenses of the employee, his/her spouse, and
dependents for 1 year preceding the demand
letter, and projected income and expenses during
the repayment period proposed by the civilian
payroll office.

2.  Written submissions from any
persons that can substantiate the employee’s
contentions.

3. A copy of any records the employee
believes can substantiate his /her contentions.

The timely filing of a petition for hearing
shall stay the beginning of collection proceedings
unti! the results of the hearing have been ren-
dered.

Employces are advised that any knowingly
false or frivolous statements, representations or
evidence may subject the employee to:

1. Disciplinary procedures appropriate
under 5 US.C. Chapter 75; 5 CFR, 752, or any
other applicable statutes or regulations;

2. Peadiues under the False Claims
Act, 31 U.5.C. 3729-3731, or any other applicable
statutory authority; or

3. Criminal peralties under 18 US.C.
286, 287, 1001, and 1002, or any uther applicable
statutory authority.

Timely filing of a request for a hearing will
stay the beginning of collection proceedings,
Interest and penaliy fees shall not accrue during
the period from the filing of a petition for hear-
ing until the date of a hearing official’s determi-
nations.

Figure 8-1, Attachment 1 of the Demand Letter for Overpayment ot Pay (continued)
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( GUIDANCE PERTAINING TC WAIVERS

Detailed regulations regarding waiver of claims for erroneous payments under the authority of 5
: U.S.C. 5584 are contained in the DoD Financial Management Regulation, Volume 8, paragraph 080306.,
i (DoD 7000,14-R). A copy is available in the civilian payroll office. In order to receive favorable
‘ consideration, the determination must be made that collection action would be against equity and good
conscience and not in the best interests of the United States. Generally these criteria will be met by
finding that the erroncous payment occurred through sdministrative error and that there is no indication
of fraud, misrepresentation, fault or lack or good faith on the part of the employee. Any significant
unexplained increase in an employee’s pay and/or allowances which would require o person to make
inquiry concerning the correctness of his/her pay ordinarily would preciude a waiver whether or not the
employee fails to bring the matter to the attention of appropriate officials, Waiver of overpayments under
‘ this standard depends on the facts existing in each particular case. However, the Comptroller General
. of the United States has held that a waiver will not be granted if it appears the employee had records
: (such as Leave and darnings Statements) which, if reviewed, would have indicated an overpayment, and
the employee failed to review such documents for accuracy or otherwise failed to take corrective acton.

( Economic or financial considerations play no role in the determination of a waiver reque...

An employee who wishes to request a waiver must submit an application for waiver of ereoncous
payment to the civilian payroll office which mada the erroncous payment. If the civilian payroll office
has been disestablished, the application is to be sent to the successor civilian payroll office.  The
application must contain or cover the following information or points:

1. The employee’s name and address;

2. The reason for requesting the waiver;

[ 3. A clear, concise, certified statement that the employee was or was nol aware of being errone-
ously paid;

4, A statement detailing the employee’s efforts o quuestion the correctness of the payment;
5. The date and manner in which the employee became aware of the overpayment(s);
6. A statement relative to the availability of wage/salary tables or schedules, if applicable; and

7. The employee’s request for refund of any collection of the debt,

Figure 8-1, Attachment 2 of the Demand Letter for Overpayment ot Pay (continued)
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To Whom It May Concern:

»' ], __, SSN ___, apree to repay my indebtedness
of § by the following method(s).

One-time payroll deduction in the pay perind ending

-’ Payroll deduction in the amount of $ r pay period starting with the pay period
i —ay - per pay p B payp
4 ending __ _ until the debt principal and interest at the current Treasury rate is paid in full.

Ul Cash payment by personal check (must be received within 5 workdays).
waen] In the event that should 1 retire or resign before collection of the debt is completed, all final pay
et (salary, lump-sum payments, and awards) shall be applicd to the unliquidated debt balarce without
5 additional notification.

ey

Signature

Date

Daytime Phone Number

Figure 82, Sample Voluntary Repayment Agreement
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I. ITEMS REQUIRED FROM THE EMPLOYEE

A. The petition for the hearing:
1. Name
2. SSN
3. Date
4. Rcason(s) for requesting the hearing:
a. Contesting the validity of the debt
b. Contesting the amount of the debt
¢. Contesting the terms of the offset
5. Reason(s) must be sustained by the cmployee as follows:
a. When contesting the validity of the debt and /or contesting the amount of the debt:
(1). Provide a statement why the employee believes the civilian payroli office’s
determination of the validity and/or the amount of the debt is erroncous.  Also provide a complete
description of the facts, evidence, and a summary of testimony of any witnesses which support the
employee’s belief,
{2). Copies of any pertinent records the employec wishes to have considered at
the hearing if they differ from those records previously provided to the employee by the civilian payroll

office.

b. When contesting the terms of the offset schedule proposed by the civilian payroll
office, the employee:

(1). Propoeses an alternate schedule, i.e, how much can be repaid cach pay period.
(2). Encloses an atfidavit of financial status.

(3). Provides copies of any records he/she wishes to be considered at
the hearing if they differ from the records previously provided by the civilian payrolt office.

6. Employec’s signature,

. ITEMS REQUIRED FROM THE CIVILIAN PAYROLE OFFICE

A. Fuall name and 55N of the employee,

B. Exact date the crror was discovered.

Figure 8-3, Checklist for a Hearing on Overpayment of Civilian Pay and/or Allowances
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C. Exact date and manner (due process notification) in which the employee was advised of the debt.

D. Aggregate total) amount of the debt.

E. Computation of the amaount of the debt including /excluding interest-to-date, and administrative
fees, if applicable.

F. Detailed circumstances which led up, to and under which, the erronecus payment(s) was/were
made.

|
|
| G. Statement(s) corroborating and /or refuting the statemeni(s) made by the employee.
!
l
§

H. Copies of Leave and Earnings Statements for 3 pay periods prior to the error and the first 3 pay
periods beginning with the first overpayinent.

#14 1. Copies of all other documents pertaining to the case.

J. Annual leave cases require special documentation. They should include the following ducuments:
1. Copy of the erroneous SF 50 data.

v 2. Copy of the corrected SF 50 data.

3. The balance brought forward (and the date) from the Jast year in which the correct leave
accrual was used.

4. Emplayee’s leave record.
3. The hourly rate of pay and changes.

6. A copy of the 5F 2806/3100.

‘ Figure 8-3, Checklist for a Hearing on Overpayment of Civilian Pay and/or Allowances (continued)
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FROM: (1)
TO: (2)

SUBJECT: Indebtedness to the United States as a Result of an Ovevpayment of Pay and/or aliowances

Reference: (@ _3)
b)) (&)
© B _

Reference (a) advised of your indebtedness to the United States i~ the amount of $__(6)  as a result
of an overpayment of pay and/or allowances. By reference (b), you submitted a petition for a hearing
based on the __(7) _ of the debt. Refercnce (c) is the hearing official’s determination of your indebtedness
in the amount of $_ (8) . '

In order to liquidate the debuin full, you are requested to prepare a personal check or money order
payable to _(9) , and send this instrument to the civilian payroll office at _{10) _no later than 15 days
from the date of this letter. Regulations also permit the indebtedness to be liquidated by deductions from
your current pay. If you prefer this method of repayinent, please inform the civilian payroll office of your
preference and it will arrange for a one-time voluntary payroll deduction. Depending on the amount of
the debt in relation to your pay and your other expenses, it may be possible for you and the civilian

payroll office to establish a wrilten agreement for repayment of the debt by periodic installment .

deductions frum your pay.

Reference (a) explained that delinquent debts were subject to the assessment of interest, penalties, and
administrative expenses, and stated the policy relative to the excusal of these assessments. Under this
policy, these assessments have ot yet been made. They may continue to be excused if you now repay
the debt in full or are able to reach an agicement with the civilian pavroll office regarding installment
liguidation of the debt,

If you do not repay the dekt, consent to a one-time payroll deduction, or establish a repayment
schedule, this office intends to collect the debt involuntarily from your pay beginning on __(11) . You
must contact the civilian payroll cffice by that date in order to avoid this offsct. This deduction would
begin with the payday on__(12) . Reference (a) advised as to the estimated amount and duration of
the payroll deduction, If this deduction from your pay would, in your opinion, cause you to experience
extrerne financial hardship, then you are urged to contact the civilian payroll office to arrange a more
lenient schedule,

Reference (a) also explained your right to a waiver of the overpayment. You may still exercise that
right. However, in view of the time that has already elapsed, you must either repay the debt or make
amangements {or payroll deductions coucurrent with the submission and processing of your waiver

request. In the event that your request is granted, all amounts deducted shall be refunded to you.

Qur point-of-contact in this matter is _ (13) .

(Signature Element)

Figure B-4 Sample TPost-Hearing Demand Letter for Overpayment of Pay and/or Allowances
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EXPLANATION OF BLANK. SPACES ON SAMPLE POST-HEARING DEMAND LETTER

(1) The title or office symbol/code of the civilian payroll office.
The full naine of the employee,
(3) The initial demand letter.
(4) The empioyee’s petition for a hearing.
(5) The hearing official's determination.
(6) The amount of the debt in the initial demand letter.
(7) Either "existence”, "amount” or "the terms of the proposed offset schedule”, as appropriate.

(8) The amount of the debt as determined by the hearing official. If the hearing official affirmed the
civiliun payroll office’s contention, the amount will be the same as blank (6).

{9) The office to whoua the check or money order is to be made payable.
(10) Provide the mailing address of the civilian payroll office.

(11) The date the involuntary deduction from pay begins.

12) The payday for the pay period indicated in blank (11).

(13) Provide the name, phone number and office symbol/code of the point-of-contact in the civilian
payrull office who can answer questions regarding this debt.

Figure 8-4, Sample Post-Hearing, Demand Letter for Overpayment of Pay and Allowances (continued)
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i
| [
|
! REFUND OF PRIOR . AR SALARY OVERPAYMENT Date
% To: From-
|
4
(_, Name and Social Security Number of Employee

refunded during the calendar year the sum of $ representing salary
overpayment from taxable year . The Form W-2 (Wage and Tax Statement) for
calendar year ___ has not been decreased by this amount.

Duty Station Federal Employer’s Identification Number
r State Identification Number
Typed Name, Title and Telephone Signature

n Copy Forwarded To:

Internal Revenue Service

' i State of

’ City or Cotinty of

Figure 8-5, Prior Year Salary Overpayment Sample Format
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Cnrrent Year Prior Year
Corrections -
Required If Underpay Overpay Underpay Overpay
] Applicable A 1 A I A I A I
o - -
TLs LGl- 85 Nc No Yes Yes No No Yes Yes
@ ¥
“ Base No No Yes Yes No No Yes Yes
Other Pay No No Yes Yes No No Yes Yes
Retirement No No Yes Yes No No Yes Yes
Social Security/ No No Yes Yes No No Yes Yes
Medicam
Federal Tax o No Yes Yes No No No No
St FEHB No No Yes Yes No No Yes Yes
H
, FEGLI Ne No Yes Yes No No Yes Yes
: State Tax No No Yes Yes No No No No
“ ;‘; City/Loca) Tax No No Yes Yes No No No No
I;?‘:: P Union No No Yes Yes No No No No
; Charicy Ne No Yes Yes No No No No
i
w ol Other No No Yes Yes No No Yes Yes
< Deduciions
W-2 No Yes* No Yes® No Yes* Yes® Yes*
941 No No Yes Yes No No Yes Yes
-—
Correcticns
Processed on
Next Biwceekly Yes Yes Yes Yes Yes Yes Yes Yes
Pay Cycle
5
7
S A - Active Employee; { - Inactive Employee
1 YES - Requires a correction
T * Prepare g correcied We2 only if a Form W-2 was issued.
.l ** I »r a prior year overpayment, the employee must repay the net amount plus deductions for Federal
- tax, State tax, city or local tax, union, charity, allotments, bonds, indebtedness owed the United States anc
any other deductions for which the employee received value but which cannot be collected.

Table 8-1, Current and Prior Year Pay Correction Table
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CHAPTER 09

RECORDS, FILES AND REPORTS

0901 RECORDS AND FILES

090101. Payroll Documentation

A. A voucher shall be prepared for
cach disbursement or group of disbursements,
Each voucher shall be certified before payment
by a duly authorized certifying officer. No
employee shall certify his or her own disburse-
ments.

1. Deductions for CSRS and
FERS, life insurance, and health benefit programs
together with employer contribuiions shall be
paid to the OPM each pay period. The SF 2812
shall be used to report these deductions. A
consolidated SF 2812 shall be submitted biweekly
to OPM by facsimile equipn. nt, if available.

2. Federal income, Social Securi-
ty, and Medicare taxes withheld shall be paid to
the IRS as provided by the TEM (reference (ag))
and Circular E (reference (i)). State or city/local
income taxcs withheld shall be paid to the
appropriate taxing authority in accordance with
the TFM (reference (ag)).

3. Deductions and employer
contributions for the TSP and TSP loan repay-
ments shall be paid to the U.S. Department of
Agriculture NFC.

4.  Other amounts withheld shall
be paid in accordance with regulatons or in
structions furnished by the employee.

B Payments to those for whom
deductions arce authorized to be paid shall be
recoiciled on a cyclical basis, at least annually,
with the amounis withheld plus the related
employer contributions, if any, as shown by the
pay or other records. This procedure is neces-
sary to determine whether the correct amounts
are being reported to those authorized to receive
deductions and contributions that are deducted
from the employee’s pay.

259

1. The amounts reported on the
annual Form W-2. furnished each individ ual shall
agree with the tota! amounts withheld during
the year as shown by the civilian payroll office
records.

2. As an integral part of the
DoD financial accounting systems, an SF
2806/3100 and a related control account for each
civilian employee for whom retirement deduc-
tions are made shall be kept in accordance with
OPM requirements,

3. A master employee record
shall be kept for caih employce for whom
savings bond deductions are made, showing the
deductions, purchases or refunds, and unapplied
balances.

4. Each DoD dvilian payroll
office shall keep, for each calendar year, a record
of the total amounts withheld from employces’
salaries and the total amount of the employer’s
contributions for group life insurance. These
records shall be kept in a ledger or other appro-
priate form or shall be represented by file copies
of vouchers from which such information has
been reported to OPM.

5. A record shall be kept by
cach enrollment code number of the employee
deductions and the employer’s contributions for
health benefits. The number of enrollees includ-
ed in this record shall be reconciled within the
payroll office, monthly or more often, if neces-
sary, with the number of enrollees in the perma-
nent listing reported to each carrier. The civilian
pavsoll office shall reconcile the names and
numbers of employees enrolled, by code, to the
carrders” records based on the SFs 2809 and SFs
2810 sent in support of the SFs 2811, This joini
reconciliation between the civilian payroll office
and the carriers shall be accomplished quarterly
or, if necessary, more often.

6. The payroll records shall
provide a clear audit trail from the gross pay
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calculation to the net pay received by the em-
ployee by pay period and by year-to-date totals.

7. A rccord shall be kept for
cach employee for whom TSP d~ductions and
agency contributions to TSP aie made.

0902 REPORTS

090201, General. DoD civilian payroll systems
must support the various legal and regulatory
requirements by generating reports at regular
intervals, on an as-needed basis or by producing
reports to meet special requirements. They shall
also support management by generating reports
that provide the necessary information to ensure
the system’s integrity. Under the provisions of
title A of the GAO Tolicy and Procedures Manual
for Guidance of Federal Agencies (reference
(bg)), reports shall be:

A. DPrepared accurately and promptly
and distributed to the appropriate recipients to
ensure receipt when the information will be of
maximum benefit.

B. Based on, supported by, and
periodically validated against appropriate de-
tailed informatjon in the payroll system,

C.  Sentinatimely manner to officials
who authorized, or were responsible for, pro-
cessed payroll transactions and shall be reviewed
by those officials for completeness and accuracy.
However, producers of these reports shall be
responsible for correcting errors due to inaccu-
rate reading or inputting of data. Discrepancies
in reporting, transmitting, or depositing funds
shall be resolved promptly.

D. Discussed periodically with users
and modified or eliminated as appropriate to
meet user needs,

E. Retained and disposed of in accor-
dance with the Ceneral Records Schedule 2,
(reference (g)), with sensitive data as defined by
5 US.C. 552a (reference (b)) handled in accor-
dance with the provisions of the Privacy Act
(reference ().

090202.  As-Required Reports

A. City/Local Income and Employ-

ment Tax Reports. These reports are submitted
to cities/localities that have reached an agree-
ment with the U.S. Secretary of the Treasury and
to cities/localities where voluntary deductions
have been made from employees. The reports
are sent to the city/local taxing authorities based
on the frequency prescribed by each municipali-

ty.

B. State Income Tax Reports. These
reports are required by States that have reached
an agreement with the U.S. Secretary of the Trea-
sury. The reports are sent to the State taxing
authorities based on the frequency prescribed by
cach State.

C. Report on Transfer of Employec

1. When an employee transfers
within the DoD to another civilian payroll office
or to another Federal agency, an SF 1150 is pre-
pare 1 by the losing civilian payroll office at the
time of separation. All blocks on the SF 1150
pertinent to the employee must be completed
accurately (see Table 9-1). In addition to report-
ing transferred leave balances, this form is used
to report other pertinent information for the
employce. This pertinent information is includ-
¢d under the Remarks section of the form. This
includes, but is not limited to, information on the
employee’s year-to-date wages for Social Security
and/or Medicare tax purposes, year-to-date TSP
deductions, last deduction for FEHB and FEGLI,
date through which the insurance deductions
were made, and overseas or territorial differen-
tial data. Mechanized SFs 1150 shall include the
information contained in the printed standard
form. After the SF 1150 is completed by the
losing, civilian payroll office, it is forwarded to
the losing civilian personnel office. The losing
civilian personnel office includes it in the
employec’s OPF and forwards it to the gaining
civilian personnel office.  After the SF 1150 is
received by the gaining civilian personnel office,
it is forwarded to the gaining civilian payroll
uffice,

a. To expedite the forward-
ing of the SF 1150 within DoD, the losing civiliar
payroll office shall forward a copy to the gaining
civilian payroll office, if known, at the time the

)
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original SF 1150 is forwarded to the losing
civilian personnel office. Upon receipt of the
original SF 1150, the gaining civilian payroll
office must verify that the SF 115C data has not
previously been recorded in the payroll system,

b. A duplicate copy of the
SF 1150 is retained by the losing civilian payroll
office for audit purposes.

c.  For leave adjustmeats
over 3 years old, the current civilian payroll
office is responsible instead of the losing civilian
payroll office.

2. Delayed Receipt of SF 1150.
1f the OPF containing the SF 1150 is delayed in
reaching the gaining civilian personnel office,
and the employec is taking leave, the gaining
civilian payroll office is responsible for determin-
ing tbe employee’s leave balance. If necessary,
the leave balance shall be requested by message
or facsimile. This information is subject to the
Privacy Act (reference (e)) and must be handled
in accordarce with the provisions of that Act.
Also, the gaining civilian payroll office is autho-
rized to use the leave balance shown on the
employee’s last LES, subject to verification upon
receipt of the SF 1150.

3. SF 1150A (addendum to SF
1150). This form records the transfer of leave for
leave recipients covered by the voluntary leave
transfer program. It must be used when a cur-
rent leave recipient transfers to anothey civilian
payroll office or Federal agency without a break
in service. It will be attached to the SF 1150.

D. Request for Wapge and Separation
Information, The civilian payroll office provides
wage data to the civilian personnel office in
accordance with section 0601. A fiie copy of all
data furnished to the civilian personnel] office is
maintzined for 2 years in accordance with the
General Records Schedule 2 (reference (g)) and
then destroyed.

E.  SF2836/3100. The civilizn payroll
office prepares and maintains the SF 2806/3100

in accordance with section 0403,

090203. Biweckly reports

A. LES. An LES showing gross pay,
deductions, and net pay for the current pay
period and cumulative totals for the current
year, along with leave balances at the end of the
pay period and year-to-date, should be mailed to
the employee’s nonwork address every pay
period.

B. SF 2812 and SF 2812A. The
amount collected for employee retirement (CSRS
and FERS), FEHB, and FEGLI deductions, mili-
tary service deposits, reemployment offset, and
the agency’s contributions for retirement (CSRS
and FERS), FEHB, and FEGLI are transferred to
OPM. Under procedures prescribed by OFPM,
the civilian payroll office uses a no-check-issue
procedure as the means of payment to OPM.
Funds are transferred to OF'M using the SF 2812,
The SF 2812A provides the total employece
deductions and agency contributions for health
benefits by health benefits plan enrollment code
for the pay period,

C. Retirement Insurance  Transfer
System (RITS

) 1.  RITS is a subsystem for the
On-Line Paymentand Collection (OPAC) System
developed by the OPM and Treasury to report
civilian retiroment and insurance contributions.
The automated RITS inrterface with the payroll
system replaces the manual submission to the
OPM of the SF 2812/2812A.

2. To process the RITS transac-
tions, the civilian payroll office shall provide the
disbursing office with the payroll system gener-
ated hard copy of the DD 552, Payroll for Per-
sonal Services (Certification and Sununary), the
SF 2812/2812A, and if applicable, any disburse-
ment vouchers for cash payments.

a.  Cash payments received
from employees for military deposits, health
benefits payments, etc., are considered current
transactions, The funds are collected and dis-
bursed from the deposit fund acconmnt 97X6875,
Suspense. The total of the DD 592 and cash
disbursement voucher should equal the total of
the S¥ 2812, Cash collections for health benefit
indebtedness received from pay accounts not
carried forward from former payroll offices must
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be reported to OPM separately on a supplemen-
tal SF 2812 using the Gff-Line Bulk Data Transfer
RITS software,

b. The disbursing office
shall ensure the voucher amounts agree and the
vouchers contain proper certifying signatures
before authorizing the transmission of the file to
OPM. The delay between the payroll system file
creation and transmission is a necessary step in
the process to establish adequate internal con-
trols for the disbursement of Government funds.
If the file is transmitted before the payment date,
OPM will warehouse the data until the settle-
ment date.

¢.  The OPAC transaction is
a direct payment to OPM. Report the transaction
on the SF 1219, Statement of Accountability, by
increasing line 2.8 and line 4.1. The civilian

payroll office no longer charges account 24X8135

to offset the SF 2812 payment.

d. The disbursing office can
generally confirm the transactions on 1 to 2
workdays following the OPAC payment date by
accessing the OPPAC system and sclecting num-
ber 6 - Print Bills charged to the payroll office
Agency Locator Code.  The system provides
prompts to enter data that identifies the report to
print.  Cite the confirmed OPAC document
reference number on the original vouchers to
show payment by OPAC.

3. RITS provides the capability
o report on a regular biweekly basis, as well as
to report adjustments in a supplemental off cycle
mode. Reporting during the regular biwecekly
cycle is the preferred method and automated
capabilities of the payroll system must be fully
utilized in order to do so. Use of a supplemen-
tal reporting cycle should be limited to the
greatest extent possible,

4. Consolidated civilian payroll
offices using RITS may have the occasion io
report adjustments applicable to former payroll
offices as well as adjustments applicable to the
consolidated office. The following, procedures
for these situations have been developed:

a.  Adjustments for accounts
which have not been transferred to the consoli-
dated civilian payroll office. These accounts
were inactive on former payroll office records
and did not convert to the consolidated office.
Responsibility for these adjustments has been
affixed with the consolidated payroll operation

. as a part of the DFAS civilian payrall concept of

operations. These adjustments could involve
correction of a retirement plan or cash collections
for military deposits or health benefit indebted-
ness.

(1) Retirement Plan
Correction. These adjustments must be reported
to OPM via a hard copy SF 2812 citing the
P'ayroll Office Number which originally reported
the deductions and contributions. Corrected
retirement records and registers citing the former
payroll office must also be prepared and for-
warded to OPM. Copies of the SF 2812, regis-
ters, and records must also be forwarded to the
departmental reporter for the former payroll
office so that cumulative balances may be adjust-

ed.

(2) Cash Collections for
Military Deposits. Cash collections for military
deposits must be reported via a hard copy SF
2812 citing the Payroll Office Number which
originally reported the deductions.  Corrected
retirement records and registers citing the former
payroll office must be prepared and forwarded
to OPM. Copics of the SI" 2812, registers, and
records must also be forwarded to the depart-
mental reporter for the former payroll office so
that cumulative balances may be adjusted,

(3) Cash Collections for
Health Benefit Indebtedness.  Cash collections
for health benefit indebtedness should be report-
ed via RITS as a supplemental SF 2812/2812A
from the consolidated payroll office using the
consolidated P"ayroll Office Number.

b.  Adjustments for accounts
whic . have been transferred to the consolidated
civilian payroll office.  These accounts were
active on former civilian payroli office records
and converted to the consolidated office. Adjust-
ments may be for accounts which have become
inactive since consolidation or for those still in
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an active status. Responsibility for these adjust-
ments has been affixed with the consolidated
payroll operation as a part of the DFAS payroll
concept of operations. Records for both the
former and current payroll office may have to be
corrected, depending on the effective date of th

correction involved. ’

(1) Retirement Plan
Correction. These adjustments may involve both
hard copy reporting via the SF 2812 and report-
ing via RITS. Adjustments which are effective
prior to the transfer to the consolidated office
must be reported to OPM via the SF 2812 citing
the former civilian Payroll Office Number, Cor-
rected retirement records and registers for that
portion applicable to the former payroll office
must be prepared and forwarded to OPM. A
copy of the SF 2812, registers, and records must
also be forwarded to the departmental reporter
for the former civilian payroll office so that
cumulative balances may be adjusted. That
portion of the adjustment applicable to the
consolidated payroll officc must be corrected
through the payroll system and reported via the
RITS regular biweekly cycle  Adjustments for
accounts which have become inactive since
consolidation must be corrected through the
payroll system by reactivating the account.

(2) Cash Collections for
Military Deposits. Cash collections for military
deposits must be reported via RITS during the
regular reporting cycle. Collections for accounts
which have become inactive since consolidation
must be correcled through the payroll system by
reactivating the account. Correction through the
payroll system is necessary in order to maintain
the proper sequencing of system assigned regis-
ter numbers.

(3) Cash Collections for
Health Benefit Indebtedness. Cash coliections
for health benefit indebtedness must be reported
via RITS during the regular biweekly reporting
cycle.

D. Form_ TSP-2, "Certification _of

Transfer of Funds and {ournal Voucher." A no-
check-issue procedure is used to transfer the
amount collected for employee’s TSP deductions
as well as the agency contributions to the NFC,
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Funds are transferred to NFC using the Form
TSP-2.

E. DD Form 592. This is a payroll
voucher used for certification of the accuracy of
the payment. It also provides accounting data in
connection with civilian payroll. Clear text
appropriation data is in Part II of the DD Form
592 to permit departmental reporting to the
Components. This data is in addition to the
unique job order data.

F. Civilian Employment Expense Re-

ports, In support of DoD Instruction 7720.22
(reference (bh}), the civilian payroll office gathers
information on the costs of civilian employment.
This financial and statistical information serves
as the basis for budget and apportionment
estimates and is used for reporting such esti-
mates to the OMB and the Office of the Secretary
of Defense, This information also is used for
monitoring budget activities at departmental
levels. The civilian payrcll office either provides
this cost information biweekly as feeder data (if
a consolidated civiliar payroll office) or prepares
an expense report on the costs of civilian em-
ployment to the Components monthly (if a non-
consolidated civilian payroll office).

G. Reports of Salary Offsets for Non-
DoD) Federal Agencies

1. Report of Collections. The
civilian payroll officc forwards a biwecekly report
to vach creditor agency of the collections made
for the pay period. This report shall include, at
a minimum, the non-DoD agency to which the
collections apply, the civilian payroll office name
and address, the employee’s name, the amount
collected for each employee, the time frame for
which the collection applies, and the total
amount of collections remittec to the non-DoD
agency.

2. Report of Employees with
Salary Offset. The civilian payroll office for-
wards a biweckly report of employees with
salary offsets for non-DoD Federal ageraies to
the DFAS Center which originally forwarded the
salary offset requent to the civilian payroll office.
This report shall include, at a minimum, the
employec’s name, SSN, creditor agency, amount
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of the last biweekly collection amount, pay date
of the last collection, and the debt balance
amount. In the case of employees with more
than one debt to a non-DoD Federal agency, the
above informnation shall be provided for each
debt.

H. Reporting Urion Dues to Labor
Organizations _or Associations_of Management

Officials_or Supervisors. Each pay period the

civilian payroll office shall prepare a listing for
cach recipieat of withheld dues as specified in
the withhclding agreement. At a minimum, the
listing shall include the name and address of the
civilian payroll office, the labor orgznization or
association for which the listing pertains,
employees’ names and amount of dues deducted
for cach, total amount collected, and system
generated remarks that xplain discontinued
deductions.

090204. Monthly Reports

A. Monthly Report of Federal Civilian
Employment, Interagency Report Control Num-
ber (IRCN) 1032-OPM-MO. This report is re-
quired by OPM and is prepared by cach office
maintaining operating budget/allotment ledgers.
It reports obligations for wages and salaries
earned by, and lump-sum leave payments made
to, civilian employees and wages and salaries of
foreign national, direct-hire personnel.  This
report has been cleared in accordance with the
Federal Information Resources Management
Regulation (FIRMR) 201-9.202-2 (reference (bi)),
and assigned IRCN 1032-OPM-MO.

B. Manpower and Funding Report.
See subparagraph 090203.F.

090205. Quarterly Repaorts

A. Continuation of Pay for Disabling,
Job Related Traumatic_Injuries Sustained by
Federal Emplovyees, IRCN 0063 DOL-QU. The
Department of Labor requires a quarterly report
an COP. The requirement was established by 20
C.FR. 10.206 (reference (w)) and applies to all
civilian payroll offices including National Guard
units. This report has been cleared in accor-
dance with FIRMR 201-9.202-2 (reference (bi)),
and assigned IRCN 0063 NOL-QU.
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B. Employment Statistics Program,

IRCN 9184 DOL-XX. Upon request, the civilian
payroll office furnishes fzcder data to the civilian
personnel office on total wages paid to civilian
employees for specific calendar quarters. The
civilian personnel office prepares and submits
the final report. This report has been cleared in
accordance with FIRMR 201-9.202-2 (reference
(bi)), and assigned IRCN 0184 COL-XX.

C. Employer’s Quarterly Federal Tax

Return, Forin 941, Each civilian payroll office
shall report tax payment information to the IRS
on Form 941, The report shall be completed and
filed by tiie due date established by the IRS.
This is normally the end of the month following
the close of the quarter. If all the taxes for the
quarter are deposited when due, file the Form
941 by the 10th day of the second month fol-
lowing the close of the quarter. The tax payment
information required under Schedule B, Record
of Federal Tax Deposite, shall come from the
payment records. The total amount of tax pay-
ments during a quarter shall agree with the total
taxes due, with no further payment required to
be made with the Form 941, The Form 941 can
be obiained from the nearest IRS office.

1. Civilian payroll offices with
the capability shall utilize FEDTAX to report
Formi 941 data to the IRS. FEDTAX is an IRS-
and U.S. Treasury-developed software applica-
tion that utilizes the Government On-Line Ac-
counting Link System to eliminate hard copy
reporting of Form 941 quarterly and issuing U.S.
Treasury checks to the IRS.

2. The civilian payroll office
forwards the IRS disbursement vouchers (i.c., the
SF 1049) to the disbursing office at an agreed-
upon time preceding the payment date for
transmitting the voucher data through FEDTAX
to the IRS.

3. The disbursing office returns
the Form 941 printout to the civilian payroll
office the day following cach IRS disbursement.
This printout reflects the cumulative totals for
the quarter.

4, The civilian payroll office
corrects any discrepancies as needed.
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090206. Semiannual Reports

A, U.S. Savings Bonds Pavroll Sav-
ings Report, IRCN 0215-TD-SA-T

1. Inaccordance with Volume 5
of this Regulation, the consolidated civilian
payroll offices shall provide feeder-type data on
bond participation statistics to the recipients in
subparagraph 090206.A.2. This report has been
cleared in accordance with FIRMR 201-9.202-2
(reference (bi)), and assigned IRCN 0215-TD-58A-
T. This data shall be submitted twice yearly on
or befere the 25th day following the end of each
semiannual calendar period (31 March or 30
September). The report shall include the follow-
ing:

a. Pay period ending date;
b. The reporting payroll
office;

c¢.  Summarized daka by
Component with break out by Geographic
Location Code;

d. A column with the total
number of employees;.

¢. A column with the
number of employces enrolled in the payroll
savings plan;

f. A column with the
percentage participation; and

% A column with the total
dollar amount withheld from employves for the
pay period.

2. The consolidated civilian
payroll offices shall submit the report to the
following:

a. For Air Force activities:

HQ AFMPC/DPMASC
550 C 5t. West, Suite 12
Randolph AFB, TX 78150-4714

b. For Army activitics:
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U.5. Army Finance Command
Attr,: SFEEM-FC-DD
Indianapolis, IN 46249-3060

¢.  ForDepartmentof Navy
activities:

Administrator

Navy Savings Bond Prograrm

Navy Military Personnel Command
(NMPC-64CC)

Washington, DC 20370-5640

B. Report of Withholdings ead
Contributions for Retirement, Group Life Insur-
ance, and Employees Health Benefits, IRCN 1064
OPM-AN. OPM has requirements for a semiar-
nual headcourt required for the last pay period
paid during the 1st through the 15th of March
and September. OPM’s Payroll Office Letters
contain line-by-line instructions for completing
the headccunt together with illustrative examples
of data OPM requires, OPM Form 1523 must be
attached to and submitted with the SF 2812 and
SF 2812A covering the same period. This report
has been cleared in accordance with FIRMR 201-
9.202-2 (reference (bi)), and assigned IRCN 1064
OPM-AN.

C. Civilian Direct Deposit Participa-
tion Report, When directed, the civiliaa payroll
office furnishes data to the appropriate function-
al organization on civilian employees participat-
ing in DD/EFT. This feeder-type information is
used by DoD managers to report to the Treasury
Department’s  Financial Management  Service
payment volumnes stratified by payment mecha-
nisin (such as cash, Treasury Department check
and direct deposit/EFT salary payments), The
DoD report is due to the Treasury Department
within 30 days following the end of March and
September of each year.

D. Semiannual Report of Enrollees in
Prepaid Health Bene'it Plans. A semiannual
report of enrollees in prepaid plans is attached to
the SF 2812, listing enrollees” names and total
money (withholdings and contribution), The
semiannual report shall include enrollment data
for prepaid plans for the payroll paid during the
1st through the 15th of March and September. £
there are two payrolls paid during that period,
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the civilian payroll office shall only report enroli-
ment data for th. last payroll paid. The data in
this report shall first be sorted by FEHB enroll-
ment code and then SSN. The report shall pro-
vide a subtrtal for each enrollment code and a
grand tetal for each plan. The number reported
should reconcile to the SFs 2811.

090207. Annual Reports

A. Report of Work-Years and Person-

nel Cost, IRCN 0197-OPM-AN. This report
provides information OMB sequires to estimate
the cost of proposed Federal pay increases,
evatuate the financial effects of proposed legisla-
tion on civilian personnel compensation and
benefits, and prepare analysis of pay and person-
nel benefits of Federal employees. The consoli-
dated civilian payroll office provides feeder-type
data on the leave data for part C of this report.
This report has been cleared in accordance with
FIRMR 201-9.202-2 (reference (bi)), and assigned
IRCN 1097 OPM-AN.

B. Report of Personnel and Payroll

Qutlays by Operating Locations, Report Control

Symbol (RCS): DD-DA&M(A} 1600. The civilian
payroll office provides system-generated, feeder-
type information in accordance with DoD In-
struction 77103 (reference (bj)).  This report
contains statistical information on civilian em-
ployment and DoD payroll outlays by location.

C.  Waye and Tax Statements

1. Waye and Tax Statements to

SSA. Form W-2 is used to report taxable income
to the SSA and IRS. The civilian payroll office
shall issue a Form W-2 to employees no later
than Janui y 31 of the year following the appli-
cable tax (calendar) year. This also applics to
employces who died or separated during the
year. Individuals may request the form at an
carlier date by making their request in writing to
the civilian payroll office. In such instances, the
form is to be issued within 30 calendar days of
receipt of the request or of the final payment,
whichever is later. Civilian payroll offices in the
DoD are required to use the DFAS approved
standardized Form W-2 each year.

2.  Wage and Tax Statemerits to

States

a.  The civilian payroll office
provides this information to States that have
Treasury-State withholding agreements.

b, The civilian payroll office
provides annual information returns on Form
W-2. (Other forms prescribed by States shall
not be used).

¢.  Reports to States for
wages earned and taxes withheld shall be sub-
mitted as required by the reporting requirements
for each State. Reports shall include:

(I) Empioyees em-
ployed in the State and subject to tax (whether
or not tax is withheld); and

(2) Employees who
have established voluntary allotments for that
State’s income tax.

d.  The civilian payroll office
includes in the returns only the information on
Forms W-2: employee’s name, address, SSN,
wages and taxes withheld, if any.

e.  The civilian payroll office
shall submit Forms W-2 or magnelic tape to
report to States. If the State taxing authorities
have agreed to accept magnetic tape, the civilian
payroll office shall submit the information on a
separate tape file. The civilian payroll office shall
file all returns in accordance with instructions
issued by the State taxing authorities. The
civilian payroll office must request approval
from State agencics before reporting by magnetic
tape. Civilian payroll offices can get a list of
State agency contacts from the regional SSA
office or from SSA, P.O. Box 2137, Baltimore, MD
21203.

f.  The civilian payroll office

,may have to report information to more than one
taxing authority for the same employee. If so, it

shall supply a copy of Form W-2 to the proper

taxing authorities on request. Thoce authorities

will decide if the employee is Hable for any tax.
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g A State requirement to
file information returns monthly does not affect
existing arrangements to submit Forms W-2 only
once a year.

3.  Waye and Tax Statements To

Cities Cn Other Localities

a.  The civilian payroll office
provides this information to cities/localities that
have Trzasury-city/locality withholding agree-
ments and to cities/localities where voluntary
deductions have been made.

b.  Tae civilian payroll office
provides annual returns on Form W-2, (Other
forms prescribed by cities /localities shall not be
used). Reports shall include:

(1) Employces  em-
ployed in the city/locality and subject to tax
(whether or not tax is withheld); and

(2) Employces  who
have established voluntary allotments for that
city/locality’s income tax.

c.  Thecivilian payroll office
includes in the returns oniy the information on
Forms W-2: employee’s name, address, SSN,
wages and taxes withheld, if any.

d. Thecivilian payroll office
shall submit Forms W-2 or magnetic tape to
report to cities/localities. If the city or locality
taxing authorities have agreed to accept magnetic
tape, the civilian payroll office shall subnut the
information on a separate tape file. The civilian
payroll office shall file all returns in accordance
with instructions issued by the city and locality
taxing authoritics. The civilian payroll office
must request approval from city or kcal agencies
before reporting by magnetic tape.

e.  Acityor locality require-
ment to file information returns monthly does
not affect existing arrangements to submit Forns
W-2 only once a year.

4.  Wage and Tax Statements To

Employees

e N L N e L T N e
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a.  The civilian payroll office
must give annual Forms W-2 to:

(1) Employees subiject
to mandatory withholding;

(2) Employees subject
to the tax, but not the withholding, because they
do not reside in the State in which the city or
lozality is located--this includes those who did
not elect voluntary withholding--and

(3) Employees subject
to the tax, but npot the withholding, because their
regular place of duty is outside the city or
locality, if they have elected voluntary withhold-
ing.

b.  The civilian payroll office
shall mail annual wage and tax information
returns to each employee’s nonwork address by
Jaruary 31 of the next year. The Form W-2 shall
include:

(1) Employee’s namwe,
SSN, and address.

(2) Wages subject to
Social Security/Medicare, Federal, State, city or
local withholding,.

(3) Social Securi-
ty/Medicare, Federal, State, city or local tax
withheld, if any.

(4) Name of State, city
ur county.

(8) City or county as-
signed EIN.

D. SF 2811

1. The SF 2811 tr
2809/2610 to the FEHB carriers. It is also used
to reconcile carrier and civilian payroll office
enroliment records.

nemits She

2. The civilian payroll office
prepares an original and two copies of the SF
2811 to cover the transmittal of SFs 2809/ 2810
that are accumulated for no more than | week.

BRI PR o e
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ransmittal of these forms should not be delayed
to coincide with applicable payroll deductions.
The SF 2811 is prepared as follows:

a. Carrier's Name, Address,
and Code. Indicate the carrier’'s name, address
and code from the CI'M Payroll Office Letters
issued annually that transmit FEHB information.
The carnier code is the first two digits of the
enrollment code.

b.  Payroll Office Number.

<. Report Number. The SF
2811 "report numbet” begins with’'a two-digit
number designating the caiendar year and runs
in numerical sequence starting with number 1.
Thus, 93-1 would be the number of the first SF
2811 seni on or after January 1, 1993. The sec-
ond SF 2811 in that year would be 93-2. Begina
new serics of numbered transmittals starting
with the number 1 with the first transmittal in
the calendar year. Use a separate numbering
series for each carrier.

d.  Date of Report. Indicate
the transmission date of the SF 2811.

e Part A, Transmittal.
Record in the spaces provided the number of SFs
2809 /2810 being transmitted.

f.  Part B, Summary Report
of Number of Enrollees:

(1) Enrollees From Last
Report. Enter the numbers shown on line "Total
Enrollees” from the prior report.

(2) Sorting. To fadilitate
preparation of the report and assist the cacrier,
sort SFs 2809/2810 and attach to SF 2811 in the
order in which the count is recorded. For exam-
ple, for new enroliecs, sort the SFs 2809 accord-
ing to the last digit of the cnroliment code
number. These SFs 2809 would be the first
group of attachments. For changes of enrollment
code, sort 5% 2809 the same way and make
these the second group of attachmr.ents, SFs 2810,
showing a change in the name of the enrollee
(part F) only, are the last attachment, and are not
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included in the count under "add" or "deduct'
entries explained below.

(3) Add:

(a) New Enrollees
(SF 2809). Include employees enrolling for the
first time and employees changing from one
carrier’s plan to another.

(b) Changes in
Code (SF 2809). Include employees changing
enrollment code number within the same plan
(when parts B and C of the SF 2809 show the
same carrier). The entry on this line should
correspond with the code number in part B of
the SF 2809,

(¢) Transfersin (SF
2810). Include transfers into the payroll office
from other payroll offices (part D of the SF 2610).

(d) Other (See.
Remarks). Report other additions to enrollments
not shown on the preceding lines. Examples:
reinstatements  (part G of the SF 2810); void
aclions; and corr ‘tions in count requested by
carrier. Support line entries with a brief expla-
nation under Remarks.

(4) Deduct:

(a) Cancellations
(SF 2809). Include voluntary cancellations only
(part D, item 2 of the SF 28(¥).

(b) Changes in
Code (SF 2809). Include employecs chunging
enrollment code number with the same plan
(when parts B and C of the SF 2809 show the
same <arrier). The entry on this line should
correspond with the code number in part C of
the SF 2809. NOTE: The adds and deducts for
changes in code must agree in the total column,

(c) Changes in
Plan (SF 28(9). Include when parts B and C of
the SF 2809 are completed to change enrollment
from one plan to another.
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(d) Terminations
(SF 2810). Include when part B of the SF 2810 is
completed.

(¢) Transfers Out
(SF 2810). Used for transfers to another civilian
payroll office {part C of the SF 2810).

(i Other (See
Remarks). Report other deduction: in enroll-
ments not shown on the five preceding lines.
Example: Suspensions (Part F of the SF 2810);
void acions; and deduct corrections in count
requested by carriers. Support line entries with
brief explanation under Remarks.

(5) Total Column. For
each ling, enter total count.

(6) Total Enrollecs.
Obtain the count on this line for each enroliment
code number by deducting the total deducts
from the total enrollees from the last report plus
adds.

g. TPart C, Certification.
Show the civilian payroll office name and ad-
dress as registered with OPM. The civilian
payroll office supervisor, or other designated
individual, signs the form in the appropriate
space.

3. Before sending the SF 2811,
the civilian payroll office places the report
number in the lower right-hand corner of the
carrier’s and civilian payroll office’s copies of
each attached SF 2809/2810,

4. The SF 2811 is distributed as
follows:

a. The original and first
copy are sent by first class mail to the carrier,
supported by the carrier’s copies of the SFs
2809/2810.

b.  The second copy, sup-
ported by the civilian payroll office’s copies of
the SFs 2809/2810, is kept for the civilian payroll
office’s files pending the return of the first copy
by the carrier.
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- RECORD OF LEAVE DATA
. ‘4
1 Name (Last. Frat Medde) 2 Socal Sacunty Numbaer 3. (For agency ues)
¥)
4 Dae and Nature of Seperabon 5 A Sublecito 5 USC 6304(B) (45 day lsave osing) 1 fres [ In
8 LasiDala Subjeci 10 SUS C 6304(B) [C Annusl Leave Balance as of That Dale
(Hours)
€ Towl Servoe for Mora than 15 Yaars I ®
Leave (a3 of Date
of Sepacalion) Lass Than 15 Years (show} Yaars Moaths Days
SUMMARY OF ANNUAL AND SICK LEAVE SUMMARY OF HOME LEAVE
. l," : 7 Canyover Be- MO DAY | YEAR HOURS 18 Bask Sarvica Period of 24 MO DAY | YEAR
& ance From - Months of Conimuous
: Pror Leave Annual Skck Restirad Servica Abrosd Date Started
- vear Ending ) Date Complatad ®
8 Currani Leave
Year Accrual Through Pay Punod Ending 19 Currenl 12 Months Accrual Penod MO DAY | YEAR
{1l 90 day restncuch applical Began on
( expign M 1emarks)
. : " 9 Tota p—— Hours Absent Without Pay Since
. 10 Hedutlion n Gredils. 11 Any [currenl year) That Datg
11 Tolal l aave Taken. Cusrant Year Through 23 Currenl Balance {or accrugl) as of [ MO DAY | YEAR
DOate of Separabon [
' »
12 Galance
e e Numbar of Days
13 Talal Hours Paud in Lunp Sum
(Inciudes ___ howrs for hokdays) 21. Twelve Monihs Accrual Ualy 85 of Date ol Separation
o o Number of Days
14 Salary Rate(s) Pes Hour
15 MO DAY | YEAR HQURS |22 Dales Leava FROM TO
F g Fnox 24 MO DAY | YEAR M YEAR
! Lumg Sum Leave Dates (I part.tme | o) Months O | DAY } Y€
tow, sxpiam n Remarks) Thry
. LT ® ®
, i & Hestored 10m
; Thru
. b Annual Leave Above Cekng [Fromy
! Thy
¢ Anfwtd Laave Within Ceding Fromy
Theyl
/ . ABSENCE WITHOUT PAY
4 16 Dunng Ledve Yser 01 Whch Separatod vows | MILITARY LEAVE FROM 0 »
23 Dunng Curent
Caniar Yaar MO DAY | YEAR | MO. DAY | YEAR
17 A Dato of Last Equvaient Incrasse MO | DAY | YEAR A Reguiar—
Actvo Duty
o _Tra
! B.Totl AWOP Hour's Since Last Equvaient incresse (exmept during B Special—
miliary sanice and whde in recept of OWCP peyments) gﬂ"'
! 24 PAemarks (nolude 8hors leave INfoMaton, 1t appECAb!
®
r
X,
' 11
i ]
s
25 Covttws Comect By (Signalurs) 26 Title. Agency. Addiars. Tolephone Number 27 Date
: 9
_ - ®

11%0-113

Table 9-1, Instructions for Completing the SF 1150

ANDARG FORM 1150 (REY (2-77)
f"'V!L SEHVICE COMMISSION
FPM SUPP  208-31 AND 902
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ITEM

1

[ 2]

0

10

11

12

13

14

15

17

ENTRY

Enter name and :niddle initial of the employee exactly as used on the pay records.

Enter employee’s SSN.

Either ieave this blank or enter the data required by the respective payroll system being used,
such as the payroli control number. »

Enter date and nature of separation as shown on the SF 50 effecting separation or transfer.
Enter employee’s status for leave purposes. Show in the proper block whether the empioyee
is subject to overseas maximum annual lecave accumulation. Show ending date of pay period

when this stopped, and annual leave balance. »

Check the appropriate block to show employee’s total creditable service for leave purposes as
of the date of separation or transfer. Show ycars, months, and days, if less than 15 years.

Enter ending date of prior leave year and balances of annual, sick and restored leave brought
forward to current leave year. »

Enter date through which leave was credited and amount of annual and sick leave earned and
credited since the beginning of the current year.

Enter sum of the prior balances and current acaruals.

Enter reduction in annual and sick leave credits caused by absences in a nonpay status. If none,
enter "0",

Enter number of hours of annual and sick leave taken during the current year through date of
separation or transfer as shown in item 4.

Enter figures derived by subtracting the total reduction in credits and leave taken from the total
figures in item 9. Add ™" in sick leave balance column and explain in item 24 when sick leave
balance is reported to OPM on SF 2806 for usc as a credit in computing annuity.

Enter total hours representing lump-sum payment. This includes annual lcave, excess annual
leave (any amount over employee’s ceiling—normally 240 hours), and restored annual leave, »

Enler salary rate at which lump-sum payment was computed. If more than one salary rate was
involved, state the number of hours computed at each rate. Also see item 13,

Enter inclusive dates and the number of hours included in the lump-sum annual leave period.
Enter number of hours of absence in a nonpay status during the leave year in which scparated.

Enter beginning date of wailing period for next step increase, and total number of hours of
LWOP, furlough, suspension, and AWOL since the waiting period began.

Table 9-1, Instructions for Completing the SF 1150 (continued) .
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18

19

20

21

22

2

24

Enter date of arrival abroad for home leave purposes and date of completion of basic service
period.

Enter date the current 12-month heme leave accrual period began and number of houis in a
nonpay status during the current period.

Enter date through which home leave was credited and current balance of days of leave carned.
Enter rate of accrual for vach 12 months of service abroad.

Enter dates on which home leave was used during prior 24 months.

Enter inclusive dates of regular or special military leave taken during the current calendar year.
Enter amount of employee deductions for FEHB and FEGLIL. Show date through which last
deduction was made. Include FEHEB carrier code and enter last day in a pay status.
Miscellaneous data:

a. If nonforeign differential, nonforeign allowance, or foreign differential were paid as a part
of the Jump-sum payment for leave, identify the rate(s) and kind of payment by number of
hours and calendar dates,

b. Show total aumber of days worked by an intermittent employee as of date of separation.

. For 700-hour employee, enter "700-Hour Employees," hours worked, and separation date,

d. I employee retired and sick leave was reported to OPM for use as a credit in computing
annuity, enter "Sick leave used in computation of annuity and is not available tor recredit.”

v. Enter unused military leave,

{. If an employee transfers restored annual leave, indicate the balance of restored leave and the
year it will be forfeited. For examplo:

Restored leave Forfeit at end of leave year
24 1990
16 1992

g. lf anemployee receives a lump-sum pavment that includes restored leave, project the lump-
sum leave period in the following sequence: (1) Restored annual leave projected to expire at the
end of the current leave year; (2) Excess annual leave; (3) Restored annual feave projected to
expire in other than the current leave year; (4) Regular annual leave, Example: An employee
separates May 16, 1992, with an annual (regular) leave balance of 368 houm, has a ceiling of 304

bours, and has a restored annual leave balance of 40 hours; 24 hours must be used by January
10, 1991, and 16 hours by January Y, 1992, The information is recorded in block 24 as follows:

Table 9-1, Instructioas for Completing the SF 1150 (Continued)
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B g LUMP-SUM LEAVE DATA
TYPE OF ANNU- TOTAL FROM TO FORFEIT AT
AL LEAVE HOURSPAID | YR MO DA YR MO DA END OF
LEAVE YEAR |

Restored 24 91 05 18 91 05 20 1991

Excess 64 91 05 21 91 06 01 1991

Restored 16 91 06 02 91 06 03 1992

5 Regular 304 91 06 04 91 07 27

h. Show the amount of the employee’s year-to-date wages for Social Security and for Mcedicare
tax and the as of date.

| i. Show the amount of the employee’s year-to-date TSP deductions and the as of datc,
j- Show any other pertinent information on the employec (see subparagraph 090202.0.1).

25 Enter the signature of the certifying official,

26 Enter the title of the certifying official, address and telephone number to which inguiries
regarding the form should be directed.

27 Enter the date the SF 1150 was prepared.

1
) ib Table 9-1, Instructions for Completing the SE 1150 (Continued)
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